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ABSTRACT 

This series of guides is designed for those involved ■ 
in organizing and delivering training to existing or would-be small 
business owners. Tne overall aim is to focus attention on the basic 
competencies required by organizers and trainers for effective 
program development and delivery. A short introductory boolclet sets 
out the overall objectives of the five guides and how tney might be 
used. The five guides are as follows: (1) a general guide to the 
development of trainer/organizer competency for the creation of 
effective small business training programs? (2) a guide to the basic 
competency requirements for developing training programs to stimulate 
tne pre- start-ups? (3) a guide to the basic competency requirements 
for developing effective training programs to assist business 
start-ups? (4) a guide to the competency requirements for developing 
effective training programs to assist small businesses under 50 
employees to survive and grow? and (5) a guide to the challenge to 
trainers and organizers of the single European marKet of 1992 and the 
competencies required to develop effective programs to help small 
firms cope with the transition. Each guide provides examples and 
cases of training programs in countries of the European Community 
(EC), and most include a short list of books, pamphlets, and other 
guides available in each country. A bibliography lists enterprise 
training materials available in EC Member States, with source 
contacts. (YLB) 

• Reproductions supplied by EDRS are the best that can be made • 
« from the original document. * 



ERIC 



1 



'Training for small businesses 
in the European Community' 

(Guides to competency in tlie design of 
effective training programmes) 

Introduction 



European Centre for the Development of Vocational Traminq 



y • Dtmurrnf MT of f oiicatk>m 

' CENTER (ERIC) 



' Tntf £tocum#nt hfi De«n r*p odijcrd ss 

Mmof Ctijng9> Mt«i m«<}e tv impfcw 

9 Potmi of «>e» Of opin400B«lsi9<lfn(htBdocu 
>TMM^f do no? n«ceft«arf^ t9pt9%9M oft>ctiit 
OCRi po»H»on o' POfccy 




• PERMISSION TO REPRODUCE T»^S 
MATERIAL HAS BEEN GRANTED BV 



, -1 , iiirl 



TO THE EDUCATIONAL BESOU'«^ES 
(NfORMATlON CENTER (EBtCV 



BEST COPY AVMLE 

I r 



Trailing for snaU bi^Tnesses in the European Con^^ 



{introduction 

(Guidw to competency in the design of effective training 
programmes) 

AutlTor: 
AtlanGibb 

Duftiam Utiiversity Business School 

Direction and Coordination (CEDEFOP): 
Corrado Pditi — Deputy Director — 
Africa Metis 



First editiCMi, Berlin 1990 
Edited by: 

CEDEFOP — European Centre for l^e Development 

of Vocationai Training, Jean Monnet House, 
Bundesallee 22, D-1000 Beriin 15 
Tel. (030) 88 41 2Q; Telex 184 163 eucen d; 
Fax (030) 88 41 22 22 

The Centre was established by Regulation (EEC) No 337/75 
of 10 Febmary 1975 of the Council of the European Communities 



Catatoguing data can be found at tha end of this publication 



Luxembourg: Offk^ for Official PublicatioRS of the European Communities, 1990 

ISBN 92-826-1917-6 

Catalogue number: HX-59-9(M51-EN-C 

Reproduction is authorized, except for commercial purpc^es, provided the source is acluiowledged. 

Technical production with d^op publishing: 

Axel Hun^)d( 
Ymkje Kuipers 

Printed in Be^ium 



} 



This Gukid is one of a series aimed at covering various aspects 
of trainer and organiser competency for supped of small business 
initiation and development. The series includes: 

- A Gukie to the general ccMT^tence r^uired of Trainers and 
Organisers (rf sm^! business programmes. 

• M Guide to Trainer competency for stimulating Pre>start-ups. 

• A Guicte to Trainer competency for stimulating Start-ups. 

- A Gukle to Trainer competency for assistii^ small businesses 
(having under 50 en^yees). 

- A Gukie to Trainer competenc)' for assistir^ small businesses 
to cope with the Single Eurq^ean Market of 1 992. 

A short Introductory Booklet is available, setting out the overall 
objectives of the Guktes and how they might be used. In addition, 
a brief bibiiograf^y of Enterprise training material available in 
various community countries is provided. 
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Preface 



SMEs are a very in^)ortant eiement of the European economic 
and social ^a whidi is in the course of constnjction, and would 
be t>ettere(^4^»d to peifonn their rote if they were to demonstrate 
both TOiidlty and fiexa}ility. In order to do so, ^y must be 
managed in the best poss8»ie manner. The improvement of the 
(^aiificatior^ of owners and mane^ers of theseenteiprises Is thus, 
a ms^or diallenge. The Member States cannot ignore this fact, and 
the Community Action Programme in favour of SMEs takos this 
into account in its ganeral orientaUon. 

The improvement of ^ operational aNiities of small and medium 
enterprises in the Community, allowing them to seize the (^xpor- 
tunities avaitabie as a consei^nce of the Single ^^rket. Is the 
objective assigned to the Commission of the European Communi- 
ties. 

Recent initiatives for tfie "Pre^wation of small and medium enter- 
prises for tiie Europe of 1 992" (1) 9.re evider^e of the cniciai role 
of ttie training of owners and managers as seen from tiiis perspec- 
tive. 

The overall objective of tiiis series of QukJes is to help improve the 
supply of training for small businesses in tiie EEC. We recognise 
tiiat presentiy, this supply falls somewhat short of needs and 
perhaps even fails to meet effective demand. The challenge to ttie 
supply side therefore, to convert needs into demands and to 
meet tiiese effectively and efficlentiy. This is critical if SMEs are to 
be encour^ed and supported to take full advantage of tiie Single 
European Maritet by 1992. 

We recognise tiiat ttiroughout tiie community tiiere is already an 
extensive supply offer and tiiere are numerous manuals and 
guides for tiiose wishing to start small businesses or develop 
them. We also recognise that tiie term small business embraces 
many millions of companies of different types, witii very different 
teaming needs. We have not tiierefore attempted to produce yet 
another manual for we do not believe tiiat this would contribute to 
closing the gap. 

These Guides are based upon tiie belief that the key to closing tiie 
gap is tiie development of a professional cadre of tiBiners and 
organisers throughout Europe operating to recognise standards of 
competency. They should have all the entrepreneurial skills requi- 
red to reach tiie owner-manager and his staff witti their services. 
And tiiey shouki be able to practise ail tiiey preach in terms of en- 
suring tiiat the training product Is carefully geared to the needs of 
specific groups of consumers. 

1) Preparation otsmB andmecHum sized enterprisgs tor the Europe oll992- 
•Experiments training schemes' SEC (88) 1860 



We hopa the trainers and w^ganteers wiii use the Gukles for self 
and peer assessment ai^ deveioiimient. and indeed, that Uiis 
manual may emerge as a t>asis for a training prc^ramn^ for tfie 
envelopment of tfie competencies of trainers emd orge^isers of 
small business Oiroughmjt the Community. 

This guide, coming at this c^rtune moment, wiH sen/e to 
cwT^ement ^ efforts of DO 23. it will no doubt be a valuable 
instrument for &yi tfiose whose purpose is to make our European 
enterprises more aware of the importance of the quality of their 
human resources as a means of achieving greater competitiveness- 
Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugene Mulier 

Member of the Management Board of CEDEFOP 
Luxembourg 

Corrado PoMti 

Deputy Director of CEDEFOP 
Berlin 
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The guides 

Thm are ^ sef>arate Gukies as fdiows: 

1 . A general Gukto to tte <l8vek^>ment of trainer/ori^ser com- 
petency for tiie creatkxi of effective small business training 
programmes. 

2. A GuWe to the iMsIc competency requirements for developing 
training programme to s^uiate the pre-start-ups. 

3. A Guide to the basic conf^»etency requirements for developing 
effective training r^ogmmmes to assist business start-ups. 

4. A Guide to the oon^peten^ requirements for developing effec- 
tive training programmes to assist small businesses under 50 
empk^e^ to survive and grow. 

5. A Guide to the diaitenge to trainers and organisers of 1992 and 
the compet^ides required to develop effec%e programmes to 
he^ small firms cope with the trai^ition. 



In each Guide there are examples and cases of training program- 
mes In countries <rf the Community. There is also ashort list of copy 
tKH^, pamphlets mi other guides available in each country. 



The alms of the guide 

The Gui(fes are deseed for those who are involved in organising 
and delivering trainlrjg to existing or wouW-be small business 
owners. The overall aim is to foojs attention upon the basic 
competendes required by organisers ami trainers for the effective 
ctevelopment and delivery of programmes: 

- To produce and deliver training programmes for pre-start-ups 

- Produce and deliver training programmes for the start-ups 

- Produce f5nd deliver training programmes for existing small 
businesses having under 50 employees 

■ Produce and deliver programmes to help small business cope 
with the transition to 1 992 



IntrodurSon 



n 



The users of the guide 

The Gukles am des^ned for use by: 

- Trainers and consuttaits of small business 

- Organisers of trainir^ for small businesses 
-Funders of training 

- Owner-mans^rs themselves 

The trainers for small businesses in Europe may come from a 
wider variety of different orgar^tions including: Private Consul- 
tants; Tratte and Business as^atlons; Chambers of Comm«r<»; 
Sman Business Clubs; Vocatiwal Training Centra; Universities 
and Polytecshnics; Mansgement Institute; and the Professions In- 
duding the Banks. Accountants ard Lawyers. 

N/teny of the personnel from these organisations with an interest in 
the ctevelopment of training programmes will not themselves, 
however, be trainers. They will be Organisers of training. Their 
concern will be to 'buy-in' teaching arwi training staff from a range 
of other institutions. 

Some of the organisations mentioned above may not be either Or- 
ganisers or Trainers but funders of training. They will therefore be 
Interested In the competency of those to whom they are supplying i 
a resource. 

The Guides recognize that the total 'supply offer' of training for 
small business in Europe varies enormously in length, objectives, 
programme structure, delivery and price. 

i 

Defining the ummate client-small business ; 
groups 

The Gui(tes focus upon three bro4«i customer groups of the small » 
business Organiser and Trainers: 

- The pre-business start-up 

- The business start-up 

- Small business having under 50 employees ^ 

The pre-business start-up is defined as a person who does not 

have a firm or valid business Idea, is still unsure of their motivation ^ 

and ability to start a business and who may or may not have the J 

resource. t 

This group can be distinguished from the business start-up which ^ 
is defined as those who do have a firm idea which seems to be , 
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reasonably valki. aixi in relation to the idea, have a sufficient 
potential ability, m^ivatlcm and resource to stami a reason^le 
chan^ making it into busine^ with adequate training and 
counselling. 

Small bu^rasM are (^^led as those who are self-entployed or 
who are en^:^ng 1^ t)^ 50 employees. They may be busines- 
ses ^o have recently started and are seemed with coping with 
tN probienis initial survival. They may be businesses w^ich 
have been in business for some time and are merely wishing to 
maintain themselv^ at ^ir present level of turnover ^d income. 
There may bo business among them who are more amtritious 
and who wish to grow. 

Eadi of the Guktes based upon the principle that the compet- 
encies of trainers and wgan^ers are cforived from the needs of the 
custc^ner. Thus, each of tiie Guides follows a pattern of identifying 
the needs of tfie customer ^i^, before defining the conpet- 
endes arKi Cities of (^anisers and trainers to deliver effective 
learning programmes. 

The competencies of the trainers and organisers are derived 
from the needs of their customers. 



Why the guid^^ are needed 

The Guides have been developed because it is believed that: 

- The ind^ndent owner-manager business person requires by 
his/her nature a distinctive approach which is different from that 
offered to managers in large companies. 

- This approach requires in tum the development of very distinc- 
tive competencies among trainers and organisers. 

- Unless tills challenge is met, the supply of training will continue 
to remain weH below tiie roeds. 

. Needs should be cieariy distinguished from demands. For a 
variety of reasons discussed below, there may well be substan- 
tial training needs in this sector which are not brought fonA^ard 
Into a dear demand from the supply side. 

- The conversion of needs into effective demands is the major 
challenge to which these Guides are directed. 
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Why the guides focus upon trainer and organiser 
competency 



ContM(^ training forthe smalt firm. Thdre is rwattsn^t to f^vi^ 
a detailed guide as to Itow to train the small teisiness in the various 

cwiventional fun^onal areas su<^ as marketing, finance, mana- 
gement control, industrial relations, and so on. Instead, the Guides 
focus upon the development of the con^^etendes of those who are 
organising and dellvwing training. The m^ reasons for this are 
that: 

- The potential and existing small Inisiness population is numer- 
ous and highly heterogeneous. There is no standard small bu- 
siness. 

- The same Is true for owner-managers. They vary widely in age, 
e)q>erience, ability, motivation, commitment, resources and 
learning styles. 

-Their teaming neecte are also very varied and usually will accord 
with the development needs of the business as exhit^ted by the 
current and future problems and opportunities that the business 
faces. 

- As a result it is difficult to arrive at a standard draining' need in 
terms of mariteting, finance, (xoduction and so on. 

- In each of the countries of the Community there are already 
many fHiWications designed to assist the pre-start start-up and 
micro-t^siness and there are also many publications addres- 
sed to the teaching and training of small businesses in the con- 
ventional functional areas. A selection of this country material 
is noted in the Guktes. 

- Overall, owner-managers do not read manuals and trainers, by 
and large, (»'efer their own material. 

The major challenge to the training supply offer for small business 
in Europe is not the absence of training material, but the ability of 
trainers and organisers to effectively Identify needs and demands 
and ctevelop an sppropriate offer. Such an offer is liltely to be 
frequently differentiated to cater for the needs of different groups 
of small fimns. Recognition d the need for a differentiated ap- 
proach implies a criticism of standard programmes of mariceting, 
financial management, management control and so on. A stan- 
dard programme approach can lead to the training offer to the 
small firm being in the forni of a diluted version of what is delivered 
to large company managers, or even worse, to students in busi- 
ness schools or colleges. 
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The real need is for traNng that appropriata to the varkNJS sta^ 
of development d the company and to the existing level of 
underselling and capEibllity of the owner-manager. Tl^ market- 
ing training r»e(te of ^lose In a stait-up situation are (Afferent frcmi 
those mnnlng a »nali mloo-busir^ss serving the local market and 
are very different ^om those developing tiialr bu^nesses into 
nati(ml and bitemational markets. Even Utto relevance of the 
lias^' may coffer. The delivery of over-sopNst^ted approadies 
to the smaH firm, m\ £9)propriats to its sta^ (rf devetojxnent, will 
mean tiiat it cannot tr»i8fer teaming into practice. There is no 
sh(Kta^ of trainers who are 'experts* in aparticular dscipline. The 
real challef^ is how to deliver thte sut^ knowledge at the 
appropriate level and In a manner appropriata to participant need. 



Training as an entrepreneuriai business 

Training is a proc&jct or service like any otiier. It must be developed 
to meet needs, evm if it cannot ahM^ays be sold at a commerciai 
price. The trafriers must recognize tfiat there is competition not 
only frcxn other trainers t»Jt also from the wkteiy different ways in 
which owr^-manageis and ttreir st^ team. Much owner-manager 
learning, for example, occurs by personal contact with other 
owners. This fomi oH learning may be just as effective as tiie more 
formal learning approadies of tiie trainer. 

Provkiers of training to the small business need to take a business- 
like approach. The competencies of trainers and organisers, 
tfierefore, are tied to a process of business devek}pment (as in 
BxhM 1 overleaf) 

The business-like approadi to training must also, however, be ent- 
repreneuriai in delivery and marketing and not bureaucratic, it is 
possS>ie to have a business-like ^>proach to training but witii a 
ctolivery tiiat is un-enterfi^ng. Such fashionable management 
the(Hists as Drucker and Peters point to tiie characteristics of the 
entiB^neurial approadi as being: fiexS>ility in draining tiie ap- 
proadi to match dian^ng drcumstance; informality which facili- 
tates flexibility; mistake-makir^ as a means of learning; personal 
customer focus as opposed to broiKier formal marketing ap- 
proaches; hdlstic approaches to management, rather than func- 
tional approadies; overlapping jobs and 'untidiness'; wide free- 
dom for initiative; sacrificing of control to achieve tills Initiative, 
provkiing greater ownership of tiie business to the individual who 
is running it as a means of ctevetoping commitment; and tiie close 
linking of rewards witii company performance. These managerial 
philosophies can be embodied in training approaches. 
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EXHIBIT 1 

Training as a busli^ss 



Identifying and segn^ting potontial custonwrs 



identifying the nee(te of custon^rs 
■ 



UndefStanding the eximirHI environment mvi the way 
it aiready meets custonm learning needs through 
oounseliir^, advice and information 



Being aware in particuiar of what training programmes 
aiready ex^ and their strengttis and weaitn&ises 



Identifying t^i? gaps and therefore the (^ectives 



i: 



Developing the appn^ate programme 



Achlevir^ the ne^s^uy quality starKianls in delivery 
of the (gramme 

I 



Marketing the programme 



Ensuring effidency and effectiveness through monitoring 
and control of the delivery process 



I 



Evaluating customer satisfaction 



Exhibit 2 contrasts a traditional approach to training with a more 
entrepreneurial approach as 0mt>odied in this Guide. Thus, the 
trainer should, by the very process by which training is canied out, 
be encouraging the cteveiopment of enterprise In the participants. 
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EXHIBIT 2 

Entrepreneurial and conventional training approaches 



The Conventional Approach 

Major trainef focus on content 

led and dominated by trainer 

TrainffHI expeils hands-down 
knowtedge 

Emphasis upon Itnow that" 

Participants passively receiving 
knowief^ 

Sessions heavily pix^grammed 

Learning objectives imposed 
Mistakes kx}ked (k>wn upon 
Emphasis upon tha>fy 
Subject / functK>nal tocus 



The Emrepieneurial Approach 

Major trainer foojs on process 
of deHvery 

Ownership of learning by 
participant 

Trabier as fellow feamer/ 
facHitator 

En^sha ste upon 'know how' and 
Itnowvi^rio" 

Partidpants generating 
knowledge 

Sessions flexft>ie and 
responsive to needs 

Leamir^ objectives negotiated 

Mist^es to be learned from 

Emphasis upon practk» 

Prc^emmiulti-d^c^inary focus 
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How to use this guide 

The Guide can be used for a number of purposes: 

- For selecting and recruiting wganlsers and trainers for small 
business bi genera! 

- sele^ng and recruiting organisers and trainers for spedfic 
programmes for smaH business 

- As a Guide to ttie identification of training needs of organisers 
and trainers. 

-As a Guide to the development of training programmes for 
organisers and trainers 

- As a Guide to self ^9|Kaisal of existing organising and training 
institutions for small t}usiness or indeed individuals witiiin tiiese 
institutions. 

In each of tiie Guides tiiere is a framework setting out tiie overall 
competencies required for delivery of programmes (derived from 
tite needs of diente). Each cmipetency ktentified is broken down 
into a number of sub-competend^, against whteh individuals or 
institutiof^ can died( themselves. 

To avoki repetition, tiie first Guide sets out the frameworit of 
general comipetencies for trainers and organisers of training. 
Subsequent Gukies merely indicate tiie specific trainer compet- 
encies associa^ witii the particular client group upon which tiie 
Guide is focused. 
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This Gukie is one of a seii^ aimed at covering various aspects 
of trainer and organiser c{»npetency for support of small business 
initiation and develqMiient. The series Includes: 

- A Guide to the ^neral conr^tence required of Tralnere and 
Organisers of smalt business programmes. 

- A Gukie to Trainer competency for stimulating Pre-start-ups. 

- A Guide to Trainer competency for stimulating Stert-ups. 

- A Gukie to Trailer cwnpetency for assistir^ small businesses 
(having under 50 em^Hoyees). 

- A GuKte to Trainer canpetency for assisting smoll businesses 
to cope with the Single European Market of 1992. 

A short Introductory Booklet is available, setting out the overall 
objectives of the Guides and how they might be used. In addition, 
a brief biWiogfaphy of Enterprise trainir^ material available m 
various community countries is provided. 
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Preface 

SMEs are a vary In^xKtant element of the European econwnic 
and social area wtiH^ Is In the course of amstructlon, mi would 



both soikSty and flexa>illty. In oncter to do so. they must k» 
managed In the best passage manner. The Improvement of the 
quaiiflcatlof^ of ovvners and managers of th^enterprises Is ttius. 
ams^or challenge. The MentierStates cannot Ignore this fact, and 
the Community Action Programme Hi favour of SMEs takes this 
Into account In Its general orlmitation. 

The Inprovenwnt of the operational al^lltles of small and medium 
enterprises ki the Community, allowing them to seize the oppor- 
tunities avaHaUe as a consequents o* the Single Market, Is the 
objective assigned to the Commission of the European Communi- 
ties. 

Recent Initiatives for the "Preparatton of small and medium enter- 
prises for the Europe of 1992" (1 ) are evidence of the crucial role 
of the te-alnlng of owners and managers as seen from this perspec- 
tive. 

The overall oliiectlve of this series of GuWes Is to help improve the 
su^y of training for small businesses in the EEC. We recognise 
that presently, this supply falls somewhat short of needs and 
perhaps even fails to meet effective demand. The challenge to the 
supply side tfnfrefore, is to convert neecte into demancte and to 
meet these effectively and effldently. This is critical If SME's are to 
be encouraged and suppofted to take full advantage of the Single 
European Market by 1992. 

We recognise that throughout the community there is already an 
extensive supply offer and there are numerous manuals and 
guides for those wishing to start small businesses or develop 
them. We also recognise that the term small business embraces 
many millions of companies of different types, with very different 
learning needs. We have not therefore attempted to produce yet 
another manual for we do not believe that this would contribute to 
closing the gap. 

These Guides are based upon the belief that the key to closing the 
gap is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should have all the entrepreneurial skills requi- 
red to reach the owner-manager and his staff wltti their services. 
And they should be able to practise ail they preach In tenns of en- 
suring that the gaining product is carefully geared to the needs of 
specific groups of consumers. 



1) Prep^a6on otsmaOandiPjtSim -sizodefmpriftBS for the Europe of 1992 ■ 
•EMpenmentaftrammgschemos'SEC fSBjfSSO 
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We hope the trainers and organisers will use the Guides for self 
and i^r assessment and development, and indeed, that this 
manual may emerge as a iHisis for a training programme for the 
cteveiopment of the competencies of trainers and organisers of 
small business throughout the Community. 

This gukte, coming at thte opportune mcmient, will serve to 
comf^ment the eftoite of 00 23. It will no doubt be a valuable 
instrument for all those whose purpose is to make our European 
enterp^ses more aware of the importance of the quality of their 
hum^ resources as a means <^ achieving greater competitiveness. 

Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugen: Muiler 

Member of the Management Board of CEDEFOP 
Luxembourg 

Corrado Politi 

Deputy Director of CEDEFOP 
Berlin 
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The generic competencies of trainers 



A competent Is defined in terms of: 

'An ^nty to pertorm evMn tasks which spedffte know- 
M^B, skilH^ stHtudM «id motivation m necmary*. 

The retort o(»i^>eten^ <rftra{nef8 are derived from the spe- 
dfic of the t)U8fri€^^ Oiey are seeking to asstet and in re- 
flect of our tivee category of pre-start-up, start-up and small 
burtim identifM bi Gkiktes 2 to 5. The general (generic) 
Gompetrntdes iM an OTiail tn^iness trainers shcHiid have are 
des^M in mis Gukie. 

Trakibig a 8ervk» which, like any other service (or product), lias 
to meat needs, has to be ds^k)ped and tested with customers, 
has 10 be padiaged, d^trftHited, must reach the market and be 
produced effk^ntly mtd effectively. Thus, in many ways, the 
competency needs of the trainer match ^oss of the small busi- 
ness owi^r-mana^. 

in gerwrai tN ^ner slwuld be able to: 

•Uidertake needs analysis of individual clients in order to 
ktentHytNir personal teaming needs, which will in turn, provkje 
the ofa{ieofiv8S for the programme. 

- Undertito a f^ofiling of tfie smaU business In order to identify 
its devek)pment needs. This, in tum, will point to the learning 
r^eds of management in terms of their ability to solve prob- 
lems and grasp opportunities. 

-Group nee(te and customers ft^ training in a manner which 
enabtes programmes to be better targeted to meet the needs 
of (Afferent sets of customers (Niche Marketing). 

- Understand the process of business development, (of start- 
up, survhral and giDWtfi) and the ass(^ated problems and 
oppoftunltles which owner-managers ars likely to encounter in 
mis process. Without thte understanding, there will be a lack of 
empathy between trainer and manager. 

- Develop programmes over a wide range of programme typol- 
ogies to meet the various customer needs klentified in the 
most efficient and effective manner. 



Notss 



Design an attractive sounding programme for ttie pur];K>se of 
marketing and lay It out by poster and brochure promotion in 
the most stimulating way possible. 
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-Understand ttie relevant environment of the business, have 
dose personal cmtacts and credft>itity with it and be abie to 
use it to the maximum effect in support <rf programmes 

- Understand ftat owner-manners learn in very different ways 
md that trefirwrs mi«l to be able to oAsfA to different new 
learning styles. 

- Use all existing relevant materisd ar^ guNtos. This rec^ires a 
knowledge of the fiterature and of existing programmes includ- 
ing those of competitors 

• Produce own material to meet the needs of clients as and 
where necessary 

- Understand that training tor small business must be delivered 
in an enterprising fashion and have the necessary skills to do 
this 

- C^ai with tHJSiness problems over a wide range of different 
functicxial areas and be able to teach In a muiti-discipiinary 
fashion (even though the trainer may have his/her own single 
area of ej^rt^). 

- Be able to counsel both indivkiuais and groups so that learning 
can be effectively translated into action. 

- ktontify a range of appropriate speakers for any particular 
programme, know when and how to use them and how to brief 
ttiem. 

- Select the right kind <rf timing for programmes appropriate to 
the needs of different client groups and offer them locations 
des^ned to enhance the learning process. 

-Reach the customers effectively with appropriate marketing 
technk^ues 

- Assess, monitor end evaluate programmes effectively in order 
to improve future services to the clients and be efficient in 
programme delivery. 

These competencies are summarised in Exhibit 1.1. 
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EXHiBITI.I 



A framework for generic trainer competency 



kSanttfying nMti 


ia 


and customers | 


1. 1 

undent 1 
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2. 
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needs analysis 
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ness piD^ig 
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Afa^to 
use the 
relevant 
envifon- 
ment 1 
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AbBftyto 
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and guides 
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Ability to 
procbice 

own 
materiai 




9. 

Ability to ; 
layout 
attractive 
programme 
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Delivering Programmes effectively 
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locate programmes 1 
effectively | 
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Ability to market 
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18. 

Ability to assess, 
monitor and evaluate 
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Trainers can ched( their competencies on the scoring system as in the 
'overall trainer competency check'. 
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Overall trainer comi^tency check 





Score for Abil% 

Ulnh 1 AMI 

12 3 4 


1. AbSiiy to undertake poiBOfialnsecte 


n n n n 

LJ U 1 II 1 


2. AbiiHy to uxtertake businett fxoWkiQ 


□ □ □ □ 

' ' ' ' 1 1 1 t i 


3. Ab^ to MiHnsnl the maffcflt for better 
t^ge^ting SME neecte 


□ □ □ □ 


4. Abily to und^Btand the process d 
business (teveiofNnem 


□ □ □ □ 


5. AbUHy to develop ptoQfBnmies over a wide 
range of typotogiei 


n n n n 
1 II II II 1 


6. Abtty to m,tNnou^p«8onai contact, 
the reievani anvbonmeni 


□ □ □ □ 


7. Abnty to UM existing muriate and guides 


□ □ □ □ 


8. Abi% to produce own mtferial 


□ □ □ □ 


9. Ability to lay out attractive programme 
and posters/brochures 


n n n rn 

LJ LJ LJ LJ 


K). Ability to adapt to different leambig styles 
and behaviour 


□ □ □ □ 


1 1 .Abitty to deHver enterprise skflte traif^ 


□ □ □ □ 


12.Ab% to train in an emerprishg tasfwHi 


□ □ □ □ 


1 3. Ability to teach in mull-dteciplinary fashion 


□ □ □ □ 


14.Abffity to oourael (^oups or bKfividi^is 


□ □ □ □ 

L>a>^ ^MmJ ^^mI iiMii 1 


l5.AbWty to loe invited speakers to b^ 
advMge 


j— 1 rn rn n 

LJ LJ LJ LJ 


IS.Abiiily to time and loc^s programme 
effectively 


n n n n 
1 II II 11 1 


1 7. Abiyty to maiket progranunes 


□ □ □ □ 


IS.Abiltty to assess, monitor and evakjate 
programmes 


□ □ □ □ 



Each of these competencies are now dealt with in turn. 
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1 . Ability to undertalce personal 
training needs analysis 

A bc^ ne^ for aH traimTS is an ability to elicit an Mvk^'s 
tiaMoneedsbyaprooossi^lncflviduaijobandyslsin respect 
of the work they do; eSdting a t>asic job d^cr^ti(m; and under- 
standifH) tfie various skills and knowledge r^irements for the 
^ Thaife a need to unctostand the imMiuars own views of 
his/her 1^ in relatkm to hb^personal and ambitk)!^. And 
omaS^, there a need to relate the feedback from the imSvidual 
toastandard, informal n'othmise, for the job, in terms of the per- 
fonnance requiremenis of the organisation. 

In most small firms much of the above is not written down. This 
reflects the essential fiex&)ility of the small firm and the expecta- 
tN}n tlmt managers and workers will perfonn a wkje variety of 
tasks In a fiex^ nmnner, whidi cannot always easily be fore- 
cast Th^ is a tomptatkm for the trainer to seek to fonmatise un- 
necessarily. This mi^t be resisted. 



Trainer competency check 1 

AbllHy to Undertake Personal Training Needs Analysis 





High Low 
12 3 4 


Intefviawing skins 


□ □ □ □ 


Job analysis abilfty 


□ □ □ □ 


Anaiytipal (problem-solying) skifis indidtfig (auit 
analyst 


□ □ □ □ 


JobsfcHts analysis 


□ □ □ □ 


Job mandards systems familiarity 


□ □ □ □ 


UrKtorstamling of overall performance 
standards 


□ □ □ □ 


Understanding of promotional and reward 
systm^ 


□ □ □ □ 
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2. Ability to undertake business 
profiling 

Entrepreneurs team by soMng business problems. They there- 
fore learn as the bimbiess grows. It is es^ntial ^at the tri^ner ha^ 
the capaitf ity to uiMiefStand quickly profile die business, 
identify problems perceived or otherwise by mans^etrant and re- 
late tiie^ lo human perfonnance needs. The sequence is as in 
Exhibit 1.2. 



EXHien'i^ 

Tiw business profile sequence 



Assess whether 
business 
improvement 



Assesswhether | 
causm of problem I 
have been removed I 



Assess whether 
human perfomance 
have been impiovad I 



Overview Analyst 
of EMiess 




Identify kef areas 
of sub-standaid 
performance 



Analyse causes 
of these 



Analyse related key 
humw perf»rman(» I 
defic^nciesand 
training needs 



implwnent 
Programme 



} 



Devebp Training 
Programme 
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Trainer competency check 2 
AMttty to UnderMe Businen Profiling 





Hioh Low 
12 3 4 


FOTtiiarily wrtth smtf buslnees managen^ 
intonmlion systems 


□ □ □ □ 


AMtty to undeitake overail business appmisal 


□ □ □ □ 


Ability to undeftaks management control 


□ □ □ □ 


AbUHy to undoitake procftjction eppraisal 


□ □ □ □ 


Al^ und«t8ke n^etkig s^jpraisal 


□ □ □ □ 


Abffity to undenike porsoraiel appraisal 


□ □ □ □ 


Ab% to undeftake problem analyst in each of 
the above arais 


□ □ □ □ 


AbiWy to undertake rapkl 'audft' of the tixive 
witMnashortvisdO day) to company 


□ □ □ □ 


Experimce of and abfitty to feed back results 
personafly to m»ia0ement 


□ □ □ □ 


Abil^ to lay out brief mana(^ment report 


□ □ □ □ 


AbHily to kfentify and relate management, 
supervisor and woffcer traMng needs to busi- 
ness problems and opportunities Identify. 


□ □ □ □ 
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3. Ability to segment tlie marlcet for 
training 

Very oftsn, prob^y too often, trainbig programmes are tarj^ted 
very looseiy at the «naa fifins pcpi^ation as a whote whereas iri 
reaUty they appeal only to a part it The secret (rf 8U(x»ss 

in most sman bus^iw is to find market nidies, by c^fuiiy seg- 
n^ting the market Tlw same is true for training. The 'marker for 
training can be sej^ented in a number of ways including: 

-by activity sector 
-by size 
-byioca^ 

-t^ the natt^ of the problem to be discussed 
-t!f edi^ational tev^ of the entr^neur 
-by ageof compffliy 
-t^ ethnic groi4> 

- by minority gro^> 

-by sophMlcation of the «>mpany 
-by productton process 

- by oistomer type or market type (for company) 



SegmentifH) tiis market in this way is one thing. Ensuring that 
within eadi se(^ent there are common needs that can be met is 
another. 

lYalner competency check 3 
Ability to Segmtnt ttie Merfcot 





High Low 
12 3 4 


Knowledge of sources of biformatton about 
smtO bushiess to prnWde a data base for seg- 
menlation 


□ □ □ □ 


Knowledge of aH various ways in which the mar- 
ket can be segmmted 


□ □ □ □ 


A bfoad underMamSng of how the needs of dif- 
f erem segments may vary 


□ □ □ □ 


A bfoad understanding of nt^w to taikx content 
and ^te to different segments 


□ □ □ □ 


Ability to design questionnaires for pi^pose of 
maiket research 


□ □ □ □ 
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4. Ability to understand the process 
of business development 

Becaise tn^nkig tmds relate lo business dev^ojwnent it is 
knportanttit^ trainers uTKiefBtand the prcx^ss e-business deve- 
lopment and the cfiffsmnt needs that arise. As wiH be demon- 
strated below, those pc^enti^ partlc^te who are pre-st&it up 
have very dH^m needs from those nvho are in the st^-up 
prooM from those who mB already in busfaiess and w^ to 
survive, maintain or grow their business. Moreover, there are 
differem filets staoes at whteh dHfsrent ne^ arise. And there are 
also very deferent oapabffitto to deal «^ these needs. For 
example, the more sopMsticated owner-managed business with 
a management team and with a wicto variety of experience in 
finffiioe, marketing, st^iply and technology, hes very (fifferent 
needs to the businsss which is stiU esseritlaiiy led by the single 
en^eprei^r and tm \mt^ Omited marfot, process, product, fi- 
nandai and kitennscfiary eiqserimoe. Attitudes to training change 
emmrwusly as the business (teveiops, as does the cai^tity to 
release st^ for trainir^ and indeed to pay f<y training. 
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Trainer competency check 4 



Ability to Undtrtttmi tho Process of Business 
Develoimisnt 





[jam 

12 3 4 


Awfarensss in genera erf the neecto of those ki 
pre-startuppoedion 


□ □ □ □ 


MWwvmSo or uiu fiBws w uiuov staruny in 


□ □ □ □ 


Awareness d tfio^ seekfatg to suivive ^ the 

Aselu S^a*i 

eafif mwyewB 


□ □ □ □ 


Awarengss of common probtems of those 
seeking to maintain their busir ess 

itl a HNUIWfOVOl 


□ □ □ □ 


Awareness d the problems encountered by 
those seeidng to grow their busbtess from a 
simdibaM 


□ □ □ □ 


Awareness bioeneral^theprgbt^TOencount' 
wfed the suh mnepreneuriaify-ied muui 
ccMTipany 


i~i n n n 

LJ LJ LJ LJ 


Awareness of the problems in j^neral of those 
seeKHig to expaiiQ nom K)cai to regional arK3 hi- 
tamational markets 


rn r~! 11 n 

U LJ LJ LJ 


Aim Anmoefi nf iwwHUsiffMa of^m tntafaH In hi iltH* 
MWainnt^o in inwiiinw iifHXJunioioy in uiiiiQ 

ing a management team 


□ □ □ □ 


Awareness 01 piuinBms enooiMwrso hi duho* 
ing managemer^ systeme for pfwfcjcdon nf»na- 
(^m^ and finandal control 


□ □ □ □ 


Awar^iess ^ the i^eds of exporting 
businesses 


□ □ □ □ 


Awareness of the nee(fe of those busirmses 
'going public' 


□ □ □ □ 
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5. Ability to develop programmes over 
a wide range of typologies 

There are a wide variety of chdces of progiamme approach and 

tim!lX^ 11^. in part reflad ma r^otra coi^ra^ts 

and trainers as weH as ttie owner-mani^er. They also reflect: 

- the partkniiar knowtedge and skill needs targeted. 

- whether the aim is to OBata awareness, understanding, insight 
or motived to acti(yi or an four. 

• ^ channel through which the programme is t>^ng organised. 

Four tjroad areas cH proj^snme typology may be identified: 

-tN^ deigned to acqimint tf^ would-be or existing owner- 
manager vHtti ma|or changes hi tiie ENVIRONMENT repre- 
senting o|^;>ortunity or threat. Exan^^les include: changes in 
patent isms fw inventors; Ganges in industrial relations legis- 
lation for owner-mana^irs; chai^ in taxation: and changes 
in planning regulations. Thm. in tum. may be broadly (Evicted 
into two groups: change in the statutory climate; sn6 changes 
rela^ to the cc^wnerdal. technical and the broader customer 
environment. 

- those pio^ammes rstert^ to the PEF^N AL COMPETENCY 
DEVELOPMBH' of me in(fivi(^al. For example, creativity, 
problem-solving, leadership, and communications etc. 

- ttiose relating to the acquisition by would-be or existJig owner- 
mansQ^ BP^CSFiC TECWIIQUES. For exan^ie. work study; 
just in time; discounts cash flow, etc. 

-tiKJse deanrni with MANAGEMENT PROBLEft^. either 
sped^ally related to functional mana^ment, (for example 
marketing, cash flow, productitHi) or tiiose who are of a more 
mutticSsG^tlinary nature e.g. solving problems of growtii, new 
market entry, etc. 

Programme length will vary depending upon whetiier the aim is to: 
raise awareness; develop understanding; develop insight into, 
and/or motivate to acti(^. Awareness can often be achieved by 
very short programmes. Developing urxierstanding will take bnger 
deluding upon tiie convexity of ttie issue. Encouraging insight 
((tefined as relating learning to own experience and by tiiat means 
providing more ownership that teaming) wiU take even longer. 
And applying leaming to problen^ and opportunities, um^er coun- 
selling, can be almost an open-ended commitment. 

OuliteNo. 1 
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Bearing in mind ^ve targets, the following programme 
possiWes are available: 

The evmli^i amiilnar 

mainly aimml at awmness and very frequently at introducing 
environmental issi^. lh\s can be used also to raise motiva- 
tion by bitro(bJdr^ role models oH success. The evening 
session can a^ be us^ for problem-soiving exchanges to 
develop bisigtit Into a pevticular issue of oommon interest 
among partk^pants. 

The short course 

lasting no more tiiEm 2 days for existir^ business and perhaps 
a maximum of 4 for pre-starters or st^rs. Thte can be used 
^so for environmentai tesues; for developing awareness of, 
and some sup^tcy understam^ of, bchnlquss; intensive 
persmi skUte training. e.g. to devek^ problem-solving skills; 
and to introduce broad bt^ness issues in functional areas. 



The proJect-bBsed fHitgramme. 
This is likely to involve regular partic^nt work groups focus- 
sed upon imptemenmtion. In the case of the start-up for 
exampte, traMng foUowed by market research and prepara- 
tk>n d k)uslr«ss plan, cash flow. etc. In the case of the pre- 
start, the fmrdh for an ktea. In the case of the existing 
company, the devetopment of a basic accountancy system, in 
this programn^ parti^>ants may meet at regular intervals over 
an extended period of time, possibly up to a year. 

Experience exchange and action learning groups. 
Par^pants may meet together reguiariy to discuss common 
problems, either randomly, or around a theme which involves 
actton learning. 

Interfirm comparison workshops. 

Here, re^lar data may be collected to stimulate interest in per- 
fCHinance. It will be fed back confidentially to participants 
throughout the woricshops in order to motivate them to 
understand the significance of the interfirm data, and explore 
the reasons why perfonnance may vary. This will in turn lead 
them to seek to identify and solve their own prc^iems in order 
to improve performance. 

Distant learning. 

The limitations of distance {earning have been indicated above. 
Owners will need to meet with tutors from time to time and, 
preferably, will need to be brought together to discuss common 
problems and solutk)ns. Distance learning approaches may, 
however, be h^hiy ajspropiate for developing those staff of the 
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ownarnniani^jed business with littie time to attend fonnai 
progfBinnies. 

imemctive vlcteo and eomiNiter-basacI teaming systems. 
These are sioMfiy being (tev^opad, both t)y private con^ 
and pubSc inactions tfuoui^iout Europe. They vary in ieveis 
of »)pt^ticat}on but, witii the growth of micn>i)rocessor5 in 
small con^Knles. ft is beooniiiv bicreasinf^ possttto 
systenro to helpcompaniesbeoMTW their own problem solvers. 
There are ^wif programme for start-t^ and (^start-ups, 
aimed at provk^ means of seif-ap(»al8al and business idea 
i^sf^s^ as prepar^on for anty into bu^ess. Such 
programmes need to entoce introductory and fee(fi>ack 
sessions, as well as interim counselling. 

Structured bimlness de^opment programmes. 

ThM are to be appropriate oniy for the would-be starter 
who unemployed; the en^yees of businesses, on a part- 
time b^ia; and/br ^ part of the vocatimsd education system 
for youth or adulte, both in certificated and uncertificated 
courses. The scope for small business pre-start-up. start-up 
and mk^ro-bi^im trab^ within ttie vocational training system 
is enonnois and unevenly developed throughout Europe. 
This to a key area for deveicqTment 

Enterprise Education courses. 

Increasingiy enterpr^ training is being built into the education 
of young people k\ sdwois, in further education and in univer- 
sities and polytechnics. Business degree courses in enterprise 
are being developed. Post graduate diplomas in entrepre- 
neursh^ are est^Ushed and a variety of programmes aimed 
at encou^^ flie transfer of the graduate into small business 
are being introduce. 

Overall the progranrme potential is enonnous. How tiie above 
typologies can be applied to different participant groups in tiie 
pre-start-up, start-up and micro-business situation is explored in 
later sections. 
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Trainer competdncy check 5 

Ability to Develop Programmes Over Wide Range of 
Typologies 





High Low 
12 3 4 


Abi% to develop ev8f^ seminare 


□ □ □ □ 


AbHity to develop short ooufses covering wide 
sublet fan^s 


□ □ □ □ 


Abii^ to develop prolect-based 
ptoQramjTtes 


□ □ □ □ 


Abii^y to dewiop experience exchaiH^ and 
action leambiQ programmes 


□ □ □ □ 


AbiOty to ctoveiop inteil^ company 
woifcshops 


□ □ □ □ 


Abltty to develop d^ance teaming 
pfogramn>89 


□ □ □ □ 


Abifily to develop im^active video and 
computer-based learning systems 


□ □ □ □ 


Ability to develop structured business 
development programmes 


□ □ □ □ 


Ability to develop Enterprise Education 
Programmes 


□ □ □ □ 
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6. Ability to use. tiirough personal 
contactp the relevant environment 

Ex^ng ownar-managers are short of resources for scanning the 
environment. Tl»y do so nnOnly by personal contact This has 
many ffiivantages but NiTiitB the view of the environmmt that 9iey 
can take. Th<»e In^^ bi, or aspWng to stert a business wiH 
have little fanttiaftty wRh tN busir^ network. A key Ql^ecthre 
of all progrmmiM wUt be to acquaint the mmgar with all 
BoincM of eontact In M environment letovant to the pro- 
grvnme Active and Hkety to help in ad^ng problema and 
gras^ng opportonlttea. Thi^ a programme on finoficial man- 
a^^ment ^lOuU ^ time for owner-managers to meet account- 
ants, bank mms^rs, leasers of equ^wnent, hire purch^ com- 
panies, eipilty probers, tax inspector- and perhaps even those 
pe<^ in taige con^psi^ who set ano uperata credit terms for 
tiie smaU company. A prof^amme on Industrial relations should 
endeavour to involve shop-stewards, trade-unionists, represen- 
tatives <rf industrial mi^yment frttwnals. concHlatk)n service of- 
fidais. empioyefs of association personnel etc. 

Learning by personal interface Is extremely Important to the 
small binlnesa. The trainer should therefore have acc^ to, 
and contacts with aH the relevant environment in the k>cal area. 
This includes a list of existing owner-managers who have had 
experience of dealing with these institutions and/or the problems 
or opportunities being addr^sed. For the pre-starter there is no 
better mtributor than someone who has recentiy found a start- 
up idea and progressing with it For the start-up there is 
substantial scope for ieamb^ from those recentiy started. And for 
the exiting owner-manner there is potential for learning from 
the experience of others who have solved the problem, grasped 
the opportunity and dealt with the relevant environment. Too 
often, professional trainers will Ignore opportunities for Involve- 
ment of those from the 'real world'. 
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Trainer competency check 6 



Ability to Um through Personal Contact, the Relevant 
Environment for Business Developnmt 





High Um 
12 3 4 


Good personal contacts with aU business 
associalions 


□ □ □ □ 


Good oontads wei ralevffil praferaions (banks. 
aooM^wrts lawvars) 


□ □ □ □ 


Good c«it«:ts wdh the statutofy envifonn^ 
r^3fes^^ia the ieoal insects of snmn 
busbtessobiiQ^ions 


□ □ □ □ 


Good oorttac^ ail Offldal oubSc and nrh/ata 
8U|^x>rt OQaitisations 


□ □ □ □ 


Good local contacts with laroecomDanv 
SL^eisandbi^rs 


□ □ □ □ 


Good local oontffi:t8 with (Aher ec&icatlon and 
train^ institutions 


□ □ □ □ 


Ui idsftakes m^ty Jobtt ventures with other 
bistitutioi^ and any «ivirDrvnents 


m r~i i"n 

□ □ □ □ 


Frequently uses ^her owner-mana^^rs to seil 
a pragranvne and work on 


n n n n 

LJ LJ LJ LJ 


Involve existing managers frequently in 
niaking presentations 


□ □ □ □ 


Has high credibility and visitjility with the 
relevant environnwnt 


□ □ □ □ 


Uses representatives of the environment 
frequently in training programmes 


□ □ □ □ 
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7. Ability to use existing materiai and 
guides 

ThmB are a wide vaHety of (iffsrent guides and training materials 
produced in eadi of the countries of the Coimnunlty. They are not 
ail produced t>y ^nir^ organisations. Many are published tyy 
banks, by firms of accountants, the chambers of commerce and 
productMty assodations. Not ail are sticUy geared to training but 
all are desired to ctevelop the understanding of the small and 
me<Sum owner manner. Many of these guides are, however, 
written in a iangu^ which Is ^sentlaiiy that of the professional 
man^r and are not aiwa^ i^r-frien^ to the small firm. The 
successful trainer wffi be able todistli^uteh those that are of value 
and win be prepare to rewrite (^ere whidi are useful in content 
but diffi^ to use In terms of language. The materiai available 
overall wHi ir^iKto: 

-leaflets and pamphlets distrit>uted by the professions and by 
government 

- txK>ks and other monograms 

- video material pr^mred k>y t^oadcast corporations and private 
training axHl pi^lc relations organisations 

-self help/anaiysis guid^ designed to provide checklists for 
those going into or operating tnjsinesses 

- guides to interfirm comparison which will maker owner mana- 
gers aware of their own relative perfonnance 

- training manuals 
-distance learning materials 

- interactive vkleo and computer based learning systems 

- business systems relatir^ to various functional parts of the or- 
ganisation, for example sales, records, analysis, ledgers, cash 
flow plannere. balance sheet analysis guides, production plan- 
ning charts etc. 

- case studies and critical incidents 

- business planning guides 

The accomplished treiner will have an up-to-date inventory of 
these and will have cleariy assessed their worth. 
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Trainer competency check 7 

Ability to Use Exlttf i^l Material and Guides 





High Low 
12 3 4 


Awareness cH leafleis of banks, professions, 
chambfifs ste 

wf WWII ^^^1 9 wlw* 


□ □ □ □ 


Awafsness of video material 


□ □ □ □ 


Awarmess of biteffimi comparison mia^ial 


□ □ □ □ 


Awarmss of imer^iva and comfHJter-based 
matwial 


□ □ □ □ 


Awareness of business sy^OTs material 


□ □ □ □ 


Awareness of busir^ss pianrting guides 


□ □ □ □ 


Clear inventoiy of what is weii destined and 
wfiat isnl 


□ □ □ □ 


Awarsness of bno what programmes, and how. 
thte material migN fit 


□ □ □ □ 


WiHingness to rewrite and experience of rewrit- 
ing such material for own use 


□ □ □ □ 


Awareness of how to support follow-up to this 
material in the cta^room 


□ □ □ □ 


A regular m^hod of keeping up-to<late with 
what new mat^al is being produced. 


□ □ □ □ 
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8. Ability to produce own material 



Entroprandurs do mwi a great deal. They have too little time. 
They ooHe^ iiH)^ of their inlormatkm by perkmai contad and 
experief^. When they (to read, they want the material to t)e to 
tfie poM, to adi^B^ their problems or opportunities, to tw In the 
ri{^ ianou^ and suHak^ for horcSng on to their workers. They 
do not want miycH' maiHJcis to read, long videos to watch, hand- 
outs couched in jargon, case stucto wf^di do not r^ate to their 
own im^jstry or sector, and whidi ^ complex and academic in 
nature. Key guidelines for material ctevelqsment are therefore: 

-the best case study is tiie learner's own finn 

- the next b^t case is that of one of the other attendees on the 
programme 

-the next best case study that relating to a similar type of 
company in the industry 

- materials should be short, and start from the problems and 
opportunities perceived by the partic^nts 

- tiiey ^ouid be in sin^e langimge 
-they should be action-oriented 

-they should be capable of being used by the owner-manager 
to dewlop hMier own employees 

•they should intfcate how and where the owner-manager can 
get assistance to implement any of the action points 

-they should not threaten the ego of the owner-manager by 
talidng down to him/her and should not be too prescriptive in 
nature. 

-Where courses of actton are si^sted, the benefits to the 
business stould be shown very deariy. 

The implications of this for trainers are major. They should be pre- 
pared to use ttve case studies of participants in the dassroom 
rather than force their own material upon trainees. This will put 
much greater strain on the trainer as hu/She is forced to problem- 
solve in a 'real lite' situation. Distance learning material should be 
used with caution. Owner-managers are unlikely to spend long 
hours woridng through books or watching videos on their own. It 
shouM be used to reinforce interaction between owner-man- 
agers, to open up pn^ems ar^ opportunities and to help them 
appraise their own strengths and weaknesses. It is not a substi- 
tute for live interaction with other small business persons. The 
trainer shouM always be prq^ared to write material, or 'conupt' 
existing material at short notice to suit the participant group. 
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Tm\mr competency check 8 
Ability to Pfoduee Own Material 



Hi^ Low 





12 3 4 


Abttty to buM Nva dassroom case studies 


□ □ □ □ 


Abity to wffteretovam cases relating to specffic 
MusM at short notice 


□ □ □ □ 


AbHiy to Iceep material stiort and problem- 
oriented 


□ □ □ □ 


Abffity to write in sftnpte ianot^ 


□ □ □ □ 


AbSty to write material pobiUng to scope tor 
actkHi 


□ □ □ □ 


Abfioy to wnte material tnat can oe useo oy ine 
owner-manager tor hte/her own tn^ing of staff 


^■^MM ^a^MM ^M^M aa^B^ 

□ □ □ □ 


AbHftytowrito action checfcl^tofoliowup from 
anymai^ 


□ □ □ □ 


Atilly to ^grpost the managsrto relev^ sauces 
of ftAlNrad^ 


□ □ □ □ 


Ability to write non-prescriplively to encourac^ 
use 


□ □ □ □ 
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9. Ability to lay out atbBcQve progiam- 
mes and brochures/posters 

The chances are h^h that the owner-managed business, the 
majority of kmhufBS and toitfto maUed vidH be dtepatched to 
was^ t^l This laii^y reflects the owner-mansQer's shortage of 
time but always, perhaps, a dimr^ve attituito tt^Mrards formal 
traMng courses. Where such adtepalch is not macte immediately, 
it is Mteiy that any brocfwra or leaflet may be set aside for later 
rsac&ig and become lo^ an^ a sheaf of c^t papers. It is. 
thefefore. Imports that brochure design should be attractive, 
caus^ the entr^aneiff to immediately read it. register and ul- 
timately recall and apply for the pfogramme. 

Pro^ammes must be g^red to the needs d the customer and 
should set out the benefit ctearly. M^jor points to note include: 

-addressif^ the need in the programme mess£^ so that 
wouid^ p&tic^ts will immsdiately see the potential bene- 
fit For OMimple. 'Solving cash flow problems' not 'Financial 
ii?qnagement for the smaller busing'. 'How to find the right 
ictea i iot 'starting up in business'. The messa^ must meet the 
need and carry the k^enefit 

- ks^r^ the language simple and short - avoiding jargon 

- using ttie recommendation of previous partidpants, former 
would-be starters or existing mi(^businessss as the main 
selling point 

- emphasising that ample time will be given for discussion of 
issu^ and problems 

- introducing comments of 'real world' people, including small 
business people often as possible 

• giving ownersh^ in the pro^amme brochure to other relevant 
institutions - seeking partnership arrangements. This will help 
to market the programme and will ateo link participants in with 
other assistance organisations. For example. Export Program- 
mes can be run through chambers of commerce, official export 
agenties, export consultants, trade associations and export 
departments of banks. 

-using a cokHjred brochure or leaflet which is easily spotted 
among papers which may not be well-filed, or are left lying 
around the house or company. 



Gukto No. 1 



21 - 



' maWng it easy to apply by simple cut-out ar^icatlon forms. 

- making sure there ^ a personal name ar^i numt>er given on the 
t>ro^uFe for enquirf^. 

-emphasising the relevant experience of trainli^ staff, not 
necessarily their professional academic qualifications. 

- seeidng cons^tmtfy to project an image of the trainir^ organ- 
isation tf«t is attractive to smaH business pet^e. 

- leaving space in 8ie application, or in an attached document, 
for wodd-be pe^c^sants to enter their probienis or issues 
which they would Hke sfcir^sed by the programme. 

•avoidii^ ^ding brochures, or making announcements too 
far in advance of the start of the programme for existing Ixisi- 
nesses. as they are likely to lo^ the dtx^jments. Three weeks 
is about right. 

-writing the programme and the brochure so that the environ- 
ment and content does not look too demanding or threatening. 
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Trainer competency check 9 



Ability to Lay Out At^aetlva Programme and Brochures/ 
Posters 





High Low 
12 3 4 


Awmoness and eiqnfianQe of various piQiHanvns 
typologies and their appropriateness 


□ □ □ □ 


Abifity to write probioiVopportunity-cemred 
brochure 


□ □ n □ 


AbBHy to wr^e in shr^ langi^e 


□ □ □ □ 


Abffittf to u&B Disvbsijs Bartk^nant 

reoc^Tvnendations 


1 — i 1 — II — 1 i — 1 

u u u u 


uiAiBiMBiiaing 01 WiSre suKj now lo sbow iirm 
forcfiscussion 


□ □ □ □ 


oiganisceions in programme deveSo^Mnent and 
piofnotion 


□ □ □ □ 


Ability to design a brodit^ that will 
not easily be 1^ 


□ □ .□ □ 


Ab8% to write pretpammes that are user-fri«xl- 
ly in terms of appfication and comact 


□ □ □ □ 


Abitty to make trainer experience rather than 
qualifications sound attractive 


□ □ □ □ 


AbUily to project an image of the trainif^ organ- 
isation attractive to sinall business persons 


□ □ □ □ 
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10. Ability to adapt to different 
learning styles and behaviour 

There \$ now a great deal of evkience to demtmstrate that Mvid- 
uals ieffirn bi cfifferent ways. A trainb^ programme can be vary 
carefully ^^r^, mee^ ail of ^ criteria eirdxxiied in this 
Guide, yet might be much more effective with one individual as 
opposed to another. There have been attempts to characterize 
different types of learners, noting hjndamentai differences in the 
way tfmt peopte: 

•take up infcKmation 
-proem it 

- rsiata it to themselves 

• listen and absorb ideas 
-mk 

-work together 
-reflect 

- enjoy, or otherw^, different types of approaches to learning. 

Tr&yners themselves learn in (Afferent ways and have (Afferent 
interests. They for exafT^)fe, with regard to: importance of 
transfer of knowledge, as opposed to process; use of authority; 
darity of goals; dsgrw of interest in all stuctenis, rather than the 
brighter ones; attitude to relevance; and type of instnictional 
methods. 



Trainer competency check 10 

Ability to Adapt to Different L^rnlng Styles 





High Low 
12 3 4 


UrKterstanding of significance different 
laamftig styles 


□ □ □ □ 


Ability to characterize different learning styles 


□ □ □ □ 


Ability to recognise own teaching style 


□ □ □ □ 


Abil^toad^ ai^SFoachestodifferent (earning 
styles identify 


□ □ □ □ 


Al.«ity to design courses for different learning 
styles of groups or indivkiuats 


□ □ □ □ 
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Notes 



11 . Ability to deliver enterprise sicilis 
training 

Mbjch made In literature on the entr^)r8neuf ^t tKe al- 
^awtes of the sui^essail «iteepreneur. Tlwe are f» ctou W rr^ 

owscmal attributes whi<* mate tor t»alness succTO. ^ 
iBmaNis. ttteiB »e mmy mffltons thro^hout Europej^ setf- 
Mifflhwed fimdtor nin smaP busbtteses emptor 

JS^S^fromaflwalteof 
bMiSe a wide range of <Wtefert types d business, ft ^ 
Srt^ly the case that nwst people could run a sman iRsiness of 
some sort, twt some would be more succe^l than othera owl 
not aH. of cairee. would wish to do it The degree of sutjess they 

have wifl. In part, depend upcm tl» Wnd of k^^e^f- 'Jf^. 
complex the business, the more demanding It wW be in ternis of 

ability nested. 

The riskier the busing, the greater the emjrfiasls ttjat mayj^ 
p)gK»d on so-called fracfitlonal enfrepreneurial abilities, htost 
people who nm a busing have to face hi^er degrees of 
I«ic8rtainty , by and laigo, ftan mose who work for someoi^ 

And they have a wider degree of responsibility. Home life is rnore 
likely to be integrated Into the bu^ness and a wkJer range of tarn- 
ily members are Bkdy to be Involved. 

Consider the changes when a pereon sets up in business on their 
own. havtaHJ previoi«ly been en^rfoyed. He or she must: 

- Invest tt\eir own money and put It at risk. 

- Find customere - they can no longer be guaranteed work on a 
day-to-day basis. 

- DedidB how they will organise themselves and any employees 
they have. 

- Become nwe drectly vulnerabte to changes in the environment 

- Recognize that their income will vary with their success on the 
market, as will their star^lard of living. 

- Plan astohow and what to make, andhow and when todeiiver. 

- Learn to deal with a wkJe range of management functions in a 
totally integrated manner. 

- Learn to market and sell. 

- More than likely work much longer hours, at least initially. 
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Ali of these ti^angra malie demafHte on the enterprise skills of the 
owner-manaoer. Knowledoe alone will not be enough to deal with 
them. There win be a need for elements of: 



-CrMtivlty - 10 find new ways of making things happen. 

• Analytic^ ablltty - to solve problems. 

- Motl^ortion - to achieve and keep qoAdq, and sohre apparently 
fe)80luble problems. 

• NfMMShfe tkUtt • to persuade workers rnotivatd them and 
persuade buyere. 

- Neootiation akUta - to negotiate with workers and customers, 
suppliers and the professkms. 

- IdiMlersMp akHla - to motivate staff. 

• Communlortkm akUia • to communicate effectively with staff 
and vfi^ ci^tomefB. buyers and all those in the environment 
wi^ whom ^ firm ^terfaces. 



These skiHs wiH more or less be developed by experience as 
(^vner-manageis face cfifferent degrees of uncertainly. They can 
howevsr bt davttop^ by tmlnliHi and by ttw way In which 
the trailer ft»U(tatM taamlng. For all three customer groups in 
this Gukie. It to possible for the trainer to devek>p: creativity pro- 
grammes; pn^m-sdving exerctees; exercises in presentation. 
negotiatk)n. persuasion, communication skUts. leadership and 
motivation. 
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lyainer competency check 11 

Ability to Doltver Entwiirlslng Skills Training 





High Low 
12 3 4 


Undefstan(£ng d, and ability to teach creativity 


□ □ □ □ 


Understancfing ol, and ability to t^ch prot>iem 


□ □ □ □ 


Understanding of, and ability to teacti 
££)^ev^nOTt motivoiton 


□ □ □ □ 


UndeiBtancfinQ (A, and ability to teacti 
persuasive (selling) skUis 


□ □ □ □ 


Under^nding and ability to teach 
lestership 


□ □ □ □ 


UnderstancSng of, and abiitty to teach 
group conununication 


□ □ □ □ 


Understanding of, and ability to teach 
presentation 6i(iiis 


□ □ □ □ 
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12. Ability to train In an enterprising 
fasliion 



Much of the existing training technology is anti-entrepreneurial. It 
purveys knowledge to a pcssive audience. The trainer tak^ on 
the rcie expert and liands down' knowledge. Teachers are 
often incapable of takftig muttlK^scipiinafy problem-solving 
appfO£ffihes, but take narrow spedaHst stance. They dictate 
what is teamed, when it is teamed and timetable to their ccnver^ioe. 
There is no raal learning contract witii the partidpant 

The point hes been msuie above that Enterprising Skills of owner- 
mani^iers can be devekiped by the proc^ of teaching, as well 
as by the delivery of ^tedfic enterprise competent modules. 
The trainer, tirerefors, h^ to have the con^tance and aware- 
n^ to deliver training in an enterprising fashion. To delh^ 
training in an miterprising fashkm means focussing as much on 
tiie prrcess as the content of training, allowing ownersh^ of 
learning to be witti the leamer and allowing freedom for participa- 
tion, discussion and flexftiiiity in learning metiiods. 



Notes 
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Trainer competency check 12 
Ability to Train in an Enterprising Fashion 





High Low 
12 3 4 


Conc9fn ta^ ofoc^ss eauat to or oreatsr than 
content 


□ □ □ □ 


Givfis owiwtsNd of tearryna to Darttctasants 


tf^^^^a ^^^"^1 tr^^^^^ 

□ □ □ □ 


Rmdbto in DfOcsBfrvnina so that chanoos can be 
made hour by hour 


□ □ □ □ 


PnrfMern-c^red in all aDOfoa^es 


□ □ □ □ 


TViiiNiy iw oUiini lyttwictlH^ 


□ □ □ □ 


A fllcilitfdAr rothfir Ihcin riolh/iiffttr nf lanmiim 


□ □ □ □ 


A\^klfi taikina ddwri 


□ □ □ □ 


AvcMis ^fBatBnbw thfi 000 of ihQ firttrfiOfariAur 


□ □ □ □ 


Avokte of jargon 


1 — 1 rn m r~i 

□ □ □ □ 


Encourages maximum ex(^nge of views 


□ □ □ □ 


Prepared to uae examples from the class rather 
than own examples 


□ □ □ □ 


Prepared to discover and start from where 
participants are' in terms of understanding 


□ □ □ □ 


Prepared to be multi-disc^linary in approach 


□ □ □ □ 



Outde No. 1 



20 



13. Ability to teach in 

muiti-disciplinaiy fashion 

Most small business owners are dealing with the totality of the 
business. They do not have functional mans^ers. They therefore 
are takir^ holtetic management decisions integrating mart(eting, 
finance and prn^jOUon on a rsgute- bc^ They ofl^. for exanrple, 
will not see such a tiling as an imiividuid martoting problem, 
without being aware of the financisy and (miction in^Iications. 
nor a finandal problem without its mariteting, production or 
personnel a^3«^ aid so on. In their learning and in their, 
discussion, they often do not want to be locked narrowly into 
fitfi^onai iraas. It is impc^t therefors. that the trainer has an 
ability to teach 'a^oss the board' while necessarfiy having a 
spedali^ expertise. This nraans avoiding the myopia (rf marketing 
trainers see^ everythbtg as a marketing problem, trainers in 
accountancy seeir^ ev^yttiing as a financial problem and 
prodictkin analysts seeing everytiiing as a productton problem, 
in essence, the same broad skUis are nee<tod ki the classroom as 
are needed for training needs analysis 1^ business profiling. 



Trainer competency check 1 3 

Ability to Teach In a Multi-Disciplinary Fashion 





High Low 
12 3 4 


Overall ability to take a holistic vtew of 
management training 


□ □ □ □ 


AbHity to (teal with marketing problems 


□ □ □ □ 


AbiMy to deal with financial problems 


□ □ □ □ 


Ability to (teal with management control 
prc^jlems 


□ □ □ □ 


Ability to deal with production problems 


□ □ □ □ 


Ability to deal with personnel problems 


□ □ □ □ 


Ability to teach at a simple level across all the 
above 8i^je(is 


□ □ □ □ 
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14. Ability to counsel groups and 
Individuals 



CounseHh^ in tWs mtsxt to dafif^ ^ ^ ability to work with and 
through flie owner-manager so that learning ^aMm and the 
abHtty to take adkm enharaed. Counsellbig is therefcKe differ- 
ent from consuitbig. in tfiat the latter is more concerned with work- 
ing for ^ cUem and »lv»^ on client acSon. Results of counsel- 
ling are mora cfifHcult to evaluate becajse they aie dependent 
upon client capabifity to develop anions from learning. As such 
Gounseiiing Is very slmt^ to trahii^. the need fcf counselling 
owf^r-managers as part of training may arise in a number of 
ways: 

-During a paitteular progranme, where Individual or group 
problems are raised for discussion 

- After ^ programnw, bs imfivkiual owner-managers seek to 
implement what they have leamed and run into problems 
during M implementatkm period. 

Many training programme tniUd in a>unselling as part of the 
programme, to ensure that what has been leamed in the class- 
room can be toMfividu£yM to the partteular business and acted 
upon. Some fKogrammes link with cour^ik>rs and advisors to 
ensure the same effect It can, however, be argued strongly that 
every smaU bigness trainer shouM be capable of counselling at 
an indivklual and grmp level. 

A wkie rar^ of skills are needed for counselling which be 
divided into four key components: 

• Inter personal skills 

- Problenvsolving skills 

- Bigness analyst skilte ar^ knowledge 

- Knowledge of, and contact with, the relevant environment and 
its potential use. 

The good counselor will have a number of key inter personal skills 
including: 

- Ability to speak in the right language at the right level 

- Empathy with the client 
-Humility 

- Patience to probe consistently 

- Warnith to ensure a re«fy response 

- Summarising skills to ensure that what has been understood 
can be fed back cleariy 
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- Bulking sWns - a wiii!n(^^ to start from where the client is 
and what he/stw sSimai^ knows 

- Dennonstratton sIdOs - an MUtjf to show by example 

- Direding ^dils - an abOHy to be firm, but subtle, in directing an 
interview smkm ieac^ to a conclu^ 

-Action wienmtion so that vmrte are translated into deeds 

- Body language sfcKs to maximtee eonnmunicatkxi with a dient. 

Probiem-soivirH) si^ are fn^>orUuit in being able to relate cause 
to effect The aim is frac^tiy to separate tfte over-riding problem 
from any symptom that the dent may bring fonward. The neces- 
Boy biffiiness skNIs and environnrantal knowlec^ have been 
described above in the section on profHing. 



Trainer competoncy check 14 
AbllKy to Counsel Groups and Individuals 





High Low 
12 3 4 


General Int^viewino skQis 


□ □ □ □ 


Ability to oonvnunicate at the right level to wkle 
rar^ of persons 


□ □ □ □ 


Analytical (probleni-soiving) skills 


□ □ □ □ 


Bro»j business profiling skins 


□ □ □ □ 


Wide envtonmmttal awareness, 
nattonalandtocal 


□ □ □ □ 


rtemonstration skHte 


□ □ □ □ 


AbHity to avoid pre8crlptk>n 


□ □ □ □ 


Summarising skills 


□ □ □ □ 
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15. Ability to use Invited speaicers to 
best advantage 

Using externa! cwitributors involves major risks. Many of these 
can be avoided with ^lequate selection, FBCfuitment and t>riefing. 
Key points are: 

- to ensure that the outside contr^tor his e)g)erlence in ctotail 
in dealing with 'oie particular problem or issue t>eing addressed. 

• that hr</she has experience of dealing with a small and medium 
enterpi'ise. 

- that he/she is a good preser^ter. 

-that he/!she has adequat^^ miterials, or is prepared to have 
a<fequate materials, (imparpd for the session. 

-that h^she ^ prepared to discuss a wide range of problems 
and ^ues fre^. 

- that he/she (mows exactly what is expected of a session and 
how it fits into the overall programme. 

-that he/she Is jrlefed about the programme and about the 
participants before attendance. 

-that he/she brir^s along adequate material that meets the 
criteria (fiscussed above. 

- that he/she speaks for a short time CKiiy. leaving ample time for 
partic^on. 

- that he/she is accompanied by a tutor who will abie to integrate 
the session into the whole programme. 

The Trainer shoukJ have an inventory of accomplished speakers. 
arKi should km»v their appropriateness for different types of 
programme. Outside ^^rs are most useful in providing out- 
side contacts for partldpants and for giving wider ownership of 
programmes to other relevant fancies in the environment. If 
selected carefully, they could also represent 'role moctols' of the 
best type of personnel that the owner-manager may use in the 
environment. For example, using a local accountant to teach 
business planning or cash flow management may be better than 
using a member of staff of the training institution, because it 
provides the small business owner-manager with a view of the 
kind of accountant that they might wish to recruit for their own 
business, and helps them to establish a criteria for the selection 
of a good accountant 
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Trainer competoncy check 15 

Ability to Um Outtld* SpMtort to Boot Advantej^ 





High Low 
12 3 4 


Wido ssioction of good jpeakors known to 
trains 


n n rn n 

LJ LJ LI LJ 


Evaiuatkxi of ^rm^fis and w^uiessos of 
each of th^ spe^ers 


LJ LJ LJ LJ 


Always en^ffss that thay ara carefully tyiefed 
forthepiogramme 


n n n n 

LJ LJ LJ LJ 


Always ensure that they have relevant experi- 
ence to feed into the prof^amme. 


n n in rn 

LJ LJ LJ LJ 


Ad makers used have relevanl experience of 
deaNng with small and me<%jm busbiess 


1 1 1 1 rn 1 1 
LJ LJ LJ LJ 


AB Bpeidters have rslevar^ materials 


n n n n 

1 11 1 LJ LJ 


All speakers are wining to (Sscuss proMwns 
wkfeiy 


□ □ □ □ 


All speakers are clearly t>rtofed 


□ □ □ □ 


AH speakers are participative in their style 


□ □ □ □ 


Afl speakers represent sound tote models of 
ptofesskjnalB^advisefS that might t)e used in the 
erwironn^ 


□ □ □ □ 


Speakers are given sonm ownersh^ of the 
programme 


□ □ □ □ 
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16. Ability to time and locate 
programmes effratlvely 

The point has been made eartor that owner-manaj^ have littie 
time to feam form^y. The smaHer the ttusiness. the less time the 
owner can afford to be away from it. Each minute costs money. 
The following guidelines are therefore important: 

'the programmes should be short and to the point 

-tfray should be in locations tiiat are easy to access for the 
owner-manager 

•they ^)0i4d be bi locations in which tfm owner-mans^er is 
likely to feel conforteM 

•there shoiUd be opportunities for the parti^}ants to gather 
socially togetfier in congenial surroumfings tefors, during and 
after the programme 

-shw\ inputs can be linked with actk>n periods altowing the 
owner-manager to come back regularly, after attempting to im- 
plement leamlr^ in 0ie organteation 

- there should be reinforcenrant for in^mentation, perhaps by 
counseRing during ttra 'gaps' in trying 

-pogrammes can take place on the premises of owner-man- 
aged companies or in famWar surroundings 

- ^iger programmes shouki be geared to the devek>pment of 
the tMJSiness 

-trainers will have to be sympathetic with situations where 
owner-managers do not turn up for training, de^e having 
booked in, because they have (Sscoversd a major problem at 
work, which demantte immediate attentkm 

- in thte rB^>ect it is best not to allow owner-manag&rs time to 
go into their busing before the programme 

- breaks in the pro(^amme shou\d be kept to a reasonable 
minimum • owner-manors are used to worklr^ through their 
lunch hours, they do not have proper coffee breaks and will 
demand utilisation of every minute of the day. 

Those not already in business are stiil likely to be short of time, 
particularty If they are already In emptoyment. Only if they are un- 
empkjyed can they be exposed to training periods of swne length. 
Sessiwis themseh^es can be long, provided that they are interac- 
tive, and that periods of participant listening without participation 
are kept short. 
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Ttaliwr eomp«ttncy cheek 16 

AbUtty to Timt ami Loeato Programnm Effaetlvaiy 





High Low 

12 3 4 

1 W ~ 


Ab% to provide proommmas of ei»y 
aocoss 10 owners 


□ □ □ □ 


Ab% to provide oomfortabie turreundings 


□ □ □ □ 


AbBilytoprovideoppomjnWaeform^ialgather- 
ino befcNe. during and alter the programme 


□ □ □ □ 


Capabi% to njn programmes &n 
owner- managed oMnpany promlees 


□ □ □ □ 


Ab% to organtoe programmes M that 
lime tor implemenia^' aSowed 


□ □ □ □ 


Programme timeUdMbig matches onmer- man- 
agers day and breake are not too exhofbitai^ 


□ □ □ □ 


Rextote bi rsarran^ programmes to suit 
convenience of owners 


□ □ □ □ 
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17. Ability to market programmes 
effectively 

Marteting in tiie foi^ai^ meem maeting tiw needs of the 
(uistim»r. The needs of the i^^artH^, start-up and micro- 
kH^M8MBfe«c|^oradln<totaainiat6rsectiim8. The point has 
t>een r^aMy made abM that ay trainers shouid aware of 
the ^ocMses ^ (tev^pment of tiie small tnjsiness and the pro- 
blems, and tiierefoie needs, ^at arise In ttiis development in 
oeneral tarnis. AU progrmnes should stress tl^ t>en6fits: and 
the way ^ which this m^^ be buiit into the programme brochure 
has been described above, in eddition to the above, however, 
soiflid mari^ting means: 

• Keeping a dose eye on the feec&acit of programmes already 
run. noting the need for change and/br development 

- Awareness that mffiiy of tf» programmes may become obsol- 
ete, and recogni^ the necessity for charnje. 

- MoniMHI the ^e-up of all the programmes in terms of type 
of customer 

- Noting fiie geograf^toal catchment area of programmes and 
carefully targeting on these 

- Identifying which of the chainels through which programmes 
are mariteted are most effective 

- Being constantly aware of those ojstomers who represent 
repeat bigness m\d who can b9 used to sell programmes to 
o^ere 

- Being constantly aware of the competiti(^ and possibilities of 
coilabc^tion with other institutions 

- Being aware of the changing technology of business training 
and how this can be of use 

- Being aware of changes in the environment iil^ely to affect the 
smalt business and therefore producing opfM>rtunities fur 
business programmes 

- Having the means of actively selling programmes arxJ receiv- 
ing fsecS>ac)( from 'sales persons' about customer reaction 

- Adequately briefing agents and channels that may be used for 
the delivery of programmes, so that they are fully aware of what 
each programme means 
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-Tak^ a caroM approach to tho martotirH) mix in terms of: 
pro(&idrH} attra^iva brochures; pricing at the right tovsi; under- 
talcing proiTNJtons and sponMTShips; icientifying the areas 
wh«readveftWng Is most 6ffe(^;andnriaxlmi8bg the amount 
of pi^ relations thitt can Iw oMainad from each programme. 
indwSng maintainirH) constantly good reiationshtps witfi the 
press 

-Finding the ^ifNopriate msdHsL for different programmes. 
Unen^lo]^ youth are re^hed In a deferent way from ttmo 
in en^;)ic^^nt Maragers in exIstitH) bisJn^ses 
in txisinera Mart-up are re^^ in different ways frcm existing 
owner-manG^jefB. Owner-managers &r9 \xt& readied through 
assodattons, di^ and channels in «^ich they already have 
some confidence. 

- Using Inl^ wortehops, where necessary, to acquaint would- 
k>e partidpants with tiie programme. wHh its fejtcns and with 
previousiy successful parti^ants. ARowing such workshops 
to be mn as much as pcssitJie t)y previous programme paiUd- 
pants 

-Ensurir^ that admintetr^ive and secretarial staff are well 
briefed fai saWng the programme and answering the enquiries 

- Avowing hok^ programrrms at inconvenient times (Mon- 
days and Fridays) 

- Ensuring that the overall image of the training Institution is 
entreprenei^. 

Trainers need to be very entrepreneurial in ttieir mariteting and 
have a very positive attitude to this aspect of their 'business'. One 
of the miyor barriers to the si^^y skie effectively reaching the 
small tnslness training, the 'si^^ply' orientatton of many training 
institutes whose m^or concern is merely to 'offer a product'. 
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Trainer competency check 17 
Ability to Market Programmes Effectively 





H^h Low 
12 3 4 


Awareness of exMg programme 
performance and customer reaction 


n n n n 


Adequstte nratfiods for absoibing customer 
feedback and changing products 


n n n n 


Overaii careful projection of ettreprdneunal ^nage 
of instibition 


□ □ □ □ 

L_J L-J l_J 


Regular scanntoig d the environment to be 
aware of progranmm potential 


□ □ □ □ 


ActoQ^ate awareness of changes in trainir^ 
tedmdogy 


□ □ □ □ 


Involvement of chani^ls ((^er business sup- 
port institutions) wherever necessary arKi pos- 
sa>ie 


□ □ □ □ 

V— Ihb^w^ hiM^rf ta—*^ 


Careful selection of channels for individual 
programme dissernn^<i 


n n n n 

L-J L-J L_J I — 1 


Regular briefing of the channels 


n n n n 


Careful morMoring of geographic 
catchment area 


□ n □ □ 

U-J U-J I — \ 


Adequate hamessing of repeat business 


n n n n 


Regular evaluation of activities of competitors 
and potential cdlaborators 


n n n n 


Adequate briefing of own staff 
for seilino Duroc^es 


□ □ □ □ 


Adequate briefing of salesmw and other agents 


□ □ □ □ 


Adequate mechanisms for feedbadt from 
channels about new programme possibilities 
and new customers 


□ □ n □ 
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still check 17 





High Low 
12 3 4 


Careful seieclion of med^ for advertising 


□ □ □ □ 


Good programme packaging 


□ □ □ □ 


Maximum use made of previous partic^nts 


□ □ □ □ 


MalUng maximum use of woiltshops with 
ex-paitic^ams to sell future programmes 


□ □ □ □ 


Ensuring ttw programmes are held at 
convenient times 


□ □ □ □ 
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18. Ability to assess, monitor and 
evaluate programmes 



An ossentiai part of the marketing of programmes is customer 
feec&ack. But it also important to cafe^ily monitor the 'process' 
of the programme and to evaluate its ultimate results. There are 
t>roadty two types of evaluation: 

- A Rmnative everiuatlon which r.ttempts to feed tack regularly 
on 5 ways of improving the prv^iramme 

• A Summative evaluation whicfi attempts to sum up the overall 
t^nefits cH the programme. 

The former is particularly important for those who are mnning the 
programme, as tttey will w^. on an on-^ng t>asls, to know how 
to improve it The tertlsr is equaBy inportant in temis of Diprovement 
of tiie programme, but may alM be used for feeding iMick to those 
who are funding the progreHnme as to whetiier it is worthwhile, 
obtains tf» result that have been targeted upon and/or needs to 
be amenctod or replaced by ^>methtng else. Summative evaluation 
is often imd^laken for sponsors of programmes who are oonoemed 
witii "value for money'. 

Measures of assessment, monitoring and evaluation can be 
undertaken at vaHous levels as follows: 

The Iteactlon Level 

this aims to Mentify how partic^nts respond immediately to tiie 
programme, whether they like it. whether they were comfortable, 
whetiier they feel ttiey have learned sometiiing. what were tfie 
immediate problems and perceptions of the tutor, the environ- 
ment and so on. This can usually be undertaken by a simple 
assessment form immediately following tiie programme, or after 
each sesston or s^on. 

A Learning Assessment 

this aims to discover what tiie partk:ipants have learned, it may 
require before and after tests of tiieir knowledge. In re^^pect of 
small businesses, the key question is to whether they can now 
solve problems ttiat tiiey have hitherto found insoluble. 



Notes 
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The Behavlourial Evaluation 

this cannot t>e undertakan immdcliately after tiie programme for it 
seeks to measure whatfier Individuals feel that they have behaved 
in a different wsy as a result of the programme. In sophisticated 
evaluations. t>^aviour can be monitor^ directly. In less 
sophistteated evaluations, ownw-managers can be contacted by 
teief^wne smietime after the programme and asked whether 
they now do things in a different w£^ and how this relates to the 
programme ir^ut. 

Re8ult»it Actiwia Evaluation 

this raeks to measure more broadly what kind of actions in the 
company have resulted from the programme, in terms of compa- 
ny changes and company improvements. This requires another 
level of evaluation ar^ monitoring. It can achieved by sen(£ng 
questionnaires, or by telephone enquiries, probing the problems 
the owner-managers brought to the programme beforehand and 
whether these have now been solved. 

The Ultimate Performance Evaluation 
^s measures the effect of the programme, in temns of estimated 
impact on prc^, turnover, margins, efficiencies etc. These are 
the benefits that many sponsors am looking for. In fact, they are 
difficult to measure and really need pre and post measures if they 
are to be really alia. The result is what is commonly known as cost- 
tienefit dialysis of training. 

It is ^ariy evMent that very few programmes are evaluated 
across this spectrum In the manner des<^toj above. The most 
that is usually managed is a simple assessment form following the 
progreunme. There ^ often neither the time nor the resources, nor 
tfie indinatbn to go farther. Yet, training is an investment involving 
experKjitur^ of the business arxj of society and shouki look for a 
return, even though this is dlffiojit to measure. Given the fact that 
much erf small business training shoukj aim at helf^ng businesses 
solve problems and gra^ opp(^nities. it is essential to know 
whether this training does, in fact, have tho required result The 
major problem in developing these Isvete of evaluaton is, of 
course, that the influence of the trainer on the 'output' diminishes 
as one moves from Reactkm to Ultimate Perfom^oe evaluatk>ns. 
The trainer can be regarded as substantially responsible for 
Reaction assessments and for Learning assessments. But there 
are a Me range of other factors influencir^ t>ehaviour, company 
actions and ultimate performance, which lie beyond the control of 
the trainer and whtoh may impact upon the results of any single 
training programme. Although it m frequently done, it is therefore 
extreme^ msleadsig to attrft)ute u\6nM benefits, such as 'numbers 
of successful start-ups' to programmes. For the number of factors 
that influence start-up success are very large indeed, and most of 
them are beyond the influence of any trainer, it can. nevertheless, 
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i:^ cogently argued that every trainer ^ould be fuiiy aware of 
methods of assessnient evahjatk>n and monitoring of progranimes 
and should be capable of designing instniments for this purpose. 

in addition to the above, trainers will need to know that their 
programme has been impiemented effidentiy. lias been run 
wittiin cost constraints and has met the sales and 'prc^ targets 
(if any) to be adiieved. Trainers should, therefore, have enough 
knov^edge to set up effective nranitoring. budgetary control, 
costing and reporting systems, so that secretarial and administra- 
tive staff as^ated with programmes can clearly operate these 
and the effidmcy of programmes can be measured. 
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Trainer competency check 18 

The Abtltty to Assess, Monitor and Evaluate 





High Low 
12 3 4 


OvoraN awaren^ of mMhods of assessment, 
mofMng and evaluation 


□ □ □ □ 


Abnity to cc^ruct reaction assessments 


□ □ □ □ 


AiMlity to construct learning assessnrents 


□ □ □ □ 


Abilfty to develop behaviourial evaluations 


□ □ □ □ 


Ability to li&vdtop 'resuttant action' evaluations 


□ □ □ □ 


Ability to develop 'ultimate pertonnance' 
evaluattof^ 


□ □ □ □ 


Regular feeding bask of evaluation to 


□ □ □ □ 


Actoquacy of ability to monitor effectiveiy 
programme costs and outputs 


□ □ □ □ 


Ability to constnict adequate teacher/ trainer 
ass^ments 


□ □ □ □ 


Ability to coHect information prior to program- 
mes designed to help programme constniction. 


□ □ □ □ 
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The generic competencies of 
organisers 

The Oi^ganteers of training, (as o^wsed to trainofs). should have 
most of the Trabier abHities, wt0i the exc^on of those associ- 
ated with (jirect teacMng in the dassroom. For exaniple, they 
should be able to: identify neecte; sfyment the mart(et; interface 
with the r^evant environnisnt ani assess its capatrility; be 
famiHar with existing mateital and caj^e of developing new 
materiai; unders^ the nec^sary locations and timings of 
programmes; have linl(s with fotlow-up services; be able to market 
and promote programmes and monitor, assess and evaluate. In 
addition OrG^isers should be able to: 

- Commission needs analysis where necessary 

- Select and recruit, and set criteria and prcK»sses for this 

- Be able to select good trainers and have sc^nd criteria for this 
purpose 

- Be able to motivate trainers and (^ers involved in the pro- 
gramme to perform at maximum efficiency and effectiveness. 

- Provide a system of checklists and self appraisals for trainers 
and organisers to identify their own needs for training and 
development 
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EXHIBIT 2.3 

A framework for generic organiser competency 



identifying needs and custor 


ners 


1. 

AbilSyto 
umtortedte 

needs 
analyst 




2. 

Abt»yto 
undartaka 
r»eds 
analyst \ 
through 
tHtsinass 


3. 

AUfityto 
sagnwnt 
markets 




4. 

AbH»yto 
under- 

stamJ 
bustaiass 
(tevelop- 
mwtfwo- 

cess 




5/ 

Ability to 
comrrts- 

analysis 




6.* 

AbHityto 
setoctand 
recruit 
partici- 
pants 



Deveioplnfl B]»propiiate proflrammes 


7. 

AbUdyto 
deveiop range 
dprognurm^ 

typoiogies 


8. 

AbQitytouse ; 

F^evant 
envirwiment ; 


Abtiitytouse 

ex^irtg 
inateiiateand i 


10. 

Ability to 
layout 
attractive 
programme 
brociujres 



Delivering Piofpammes eff^lvely 



11.* 

AbUity to select good 
trainers 



12. 

Ability to use invited 
spe^ers 



13.* 

Ability to nx)tiYi?te 
trainers 



Reaching the niarfcet 




14. 

Ability to time and 
locate programme 
effectiN^ 




15. 

Ability to marltet 
programmes 
effectively 





Evaluation and control j 




16. 

Ability to assess, 
monitor and evaluate 
programme 




17. 

Ability to ai^raise 
trainers 





• expanded upon in this section 
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1. Ability to commission needs 
analysis 



Organisers .should understand what they seek from individual 
noeda analysis, and business profiling needs and analysis, as 
descrt>«J stotm. Indeed, they, or their staff, may be r^ired to 
undertake sud) analysis as a basis for the development of 
training prog^mmes. In this respect, they can use the Trainer 
conpetency diecks numbers 1 and 2 atove to assess their own 
c£4»bHity and indeed, to assess the cap^ili^ of ^ners whom 
they employ for this purpose. In addition, they will need the 
competency to provkie adequate briefing guktolines for those 
who undertake the analysis, and to set budgets and targets in 
terms of time and resources for such activities. 

2. Ability to select and recruit 
programme participants 

In general, the tonger the course, the more the investment in the 
programme. The more that the programme is geared to the 
achievement of rwults, in terms of company perfomiance, the 
more necessary it is to select and recruit carefully. Sound selection 
and recruitnTent is needed in all types of programmes if they are 
to be effective. There are a nunier of methods of programme 
selectk>n which invoh^ various amounts of resource. They are as 
follows: 

Self Selection 

this is by far the cheapest. What it really means is that it is inade 
clear to those who receive the programme brochure, exactly 
for whom ttie programme is tailored, either in terms of the 
'customer segments' i(tentified above, or the problem or issue 
with which the programme deals. Thus, words to the effect that: 

'This programnw is particularly suitable for small com- 
panies uraler ten emplc^ees, oirrentiy inter^ted In applying 
micro-processers to their basic accounting systems, 
particularly in retailing' 

is a method of careful selection, Failure to do this leads many 
owner-managers to waste their time and their money on 
'general programmes', which were not really designed for 
them and from vyhich they receive very little benefit. Organisers, 
at times, find it difficult to buiki in self-selection procedures 
because they are concerned with maximising the numbers that 
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come on any particular pr ^gramme, rather than with meeting 
the appropriate needs of f ver^f company attending. They are 
afraid ^t introducing seledion criteria into the t>rodiure. for 
example, will reduce the numbers and make the programme 
less viable. 

Setoetfon by probiein 

a paral^ method of ^ect^ arKi recruitment is to identify 
deerty ttm spedfic areas to which the progranrme is adc^- 
sed, and ^ Oiose who apply to set cHJt theb* problen^. Those 
who it is beHeved wiQ not have their prc^ems addressed, can 
then be informed and their time saved. Again, there are 
'politicar (fifficutties in pr^tice in doing this, although it Is highly 
fisslrable that in api^ication forms ^ce is left for owner- 
managers to write down any needs they would Hke cHscussed 
during the programme. 

Selection and recruitment by woritshope. 
This is a useful ap^oach v^ere a (Kogramme is to be intensive 
or extensive over time, if this is the case, it is worthwhile to 
invite woukM>e participants to a briefing workshop which fully 
explains the purpose of tiie programme, so that they can 
^m^lves s^ilect better. This, as has been mentioned above, 
is also a way of selling the pro^amme. For example, an 
c^aniser seeking to launch a programme to develop the 
export cepabiiity of small business (to bo run one day every 
three weeks tiiroughout the year), wouki be well advised to 
invite potential paiUdpants to an evening workshop. Here, the 
objectives of the pro^ammes can be de8crit)ed in detail, and 
partic^>ants can appraise the credulity of the organisers and 
wouM-be Miners. At tiie same time, organisers and trainers 
can obtain feecftiadi as to the appropriateness of their t>asic 
programme d^ign and of its appeal. 

Selection and recruitment by company visit 
This is a resource-Intensive method of selecting companies for 
a programme. Again, it may t» very worthwhile where the 
proposed programme is extensive and intensive. First com- 
pani^ may be asked to give an initial reaction &s to what their 
particular f^oblems and opportunities are, and how they relate 
to the suggested programme objectives. They may then be 
visited and appraised as to whether tiiey will benefit from their 
programme, and as to whether the problems and opportunities 
are indeed real and relevant As a result, the programme might 
be better tailored to the needs of client groups. 
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Seteetion and recruitment by oompfetion of questlonralfe. 

This b an appropriats approach for programmos for individuals 
atx^ to sat up a t^uslf^s. The questionnairB may be de- 
s^ned toj^ a view as tohowentofprising they are. what their 
levels moti^^tkm and commitment are, what levels of ability 
they ^f^dy have, how well developed their idea te. mi what 
resources they can bring to the fcujsiness. 

Seiectton by intwvlew. 

Where programnws for tn^iness start-t^ are intensive, it 
may well be desirable to conduct interviews, probably on the 
basis of initio questionna^. to help ensure that the proposed 
training investment is soundly made and the neecte of the 
clients dearly known. 



Additional organiser competency check 1 
Organiser Ability to Select and Recruit Participants 





High Low 
12 3 4 


Ability to design programmes for self selection 


□ □ □ □ 


AbSity to design questionnaftes for problem 
identification and an^ysis 


□ □ □ □ 


AbiKty to organise and run evening selec^on 


□ □ □ □ 


Abifity to oondu^ company appraisal visits for 
purpose of selection 


□ □ □ □ 


Abifity to droion questtonnairss for recruitment 
(of start-u(» particuiarly) 


□ □ □ □ 


AbOity to develop instruments for interview 
selection and appra^l 


□ □ □ □ 
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3. Ability to select trainers 

This 18, partiaps, ttia most Important task of the Oi^lser. A 
frequent mistito. because of pressure of time, is merely to find 
scmieone to ^ ^ training slot \AHthout due regard for meir 
capsMHty. Tiainers shtMjId, ^erefore. be selTCted sKicording to 
me overall Ger^ric Compe^cy Chedt (ps^ 4). But they should 
also be assessed In reia^ lo the specif tasks fliey are being 
asked to pwform. for example, (and as will be demonstrated 
later) a trainer beftig selected for puiposes of running a prs-start 
pro(^amme. wW nmd the Generic CompetarK:ies identified on 
page 4 but, in adtfitiw. wW need famfliarity witii the pre-start-up 
process. ^ the neecte of clients in this respecH ami of the 
barriere smd opportuniti^ that confront them. 



Additional organiser competency check 2 
Organiser Ability to Seleet Trainers 





High Low 
12 3 4 


Fantilarity with the gen^ training 
competencies requ^ of tra^iere 


□ □ □ □ 


Ab% to assess trainers in rotation to these 
competent 


□ □ □ □ 


Wide knowtedge of potential trainers for 
different types of programmes 


□ □ □ □ 


Abitty to design methods for trainer 
performance assessment 


□ □ □ □ 


Ability to develop specific competency 
assessments for particular programme 
typologies, for exampto, start-uqps. 


□ □ □ □ 
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4. Ability to motivate trainers 



Selecting and recruiting trainers is not enot^h. There must be the 
means to ac^^ateiy motivate them to maximum perfonnance. 
There are several key aspe<^ of this in particuian 

- Ensuring that triers are adequately briefed at)out program- 
me objective, content etc. 

• Ensuring ^t t}'.ey are provided witii adequate facilities and 
tack-i^ tedinology 

- Ensuring that pro(Kamme admlnlstnation is efficient and effec- 
tive and minimises d^ption to the ^ner 

- Ensuring that ^ere is CKtequate feedback to trainers following 
^Ir performam^ 

- Ensuring fheA tttere are adequate financial rewards. 

Frequency several of tiiese key aspects are Ignored. Trainers are 
brought in at stort notice, with biadequate briefing. They are 
given little acMitetoative support. The back-up technology in 
terms of slides, whtteboart^ or blackboards, flipcharts. spacing 
and layout, is not always tf^rs. They are given littie secretarial 
support in preparation of their material. They are not clpuriy 
briefed on objectives. And they are pooriy rewarded. 
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Additional organiser competency check 3 
Additional Ability to Motivate Trainers 





High tow 
12 3 4 


Abltty to daarty brief traineis re obiactives of 
prooramnws 


□ □ □ □ 


Abi% to brief dearly £S to spec^ recMrements 
fromtraino' 


□ □ □ □ 


AbitSy to clearly brief trainer about participants 
ontheprooramme 


□ □ □ □ 


Abiltty to provide adecfuate technicai bad(-up, 
materials, wertieads eto. 


□ □ □ □ 


Abilfty to provide actoquate secretarial and 
admiitistrative support 


□ □ □ □ 


Ability to organise pre-briefUtgs 


□ □ □ □ 


At^Hty to ifnplemm« feedback assessments 


□ □ □ □ 


Ability to provide adequate financial incentives 


□ □ □ □ 
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Conclusion 



This Gukte has foci^ on the Generic Ckm^jetem^ needed by 
Trainers ai id Ogar^rs. It has provictod checklists of (»n^t- 
endes for eadi the key competendes. Trainers and organisers 
canusetttesetokfentifytfteirown^jngthsandweakn^ses. it 
is recognteed M organisers and trainers frequent have little 
tinra to meet aN the requirements set out sbove. Yet it can t>e 
argued, that only meeting the above requirements will the 
organisaton of small bu^ness training be professional through- 
out Europe, and the supply offer more £Q3f»t^)riate to the 
needs of the owner-manager. 

The owner-mana^ i^ng the above system of checklists will be 
able to assess his own capability for training the managers and 
si^Mn^rs his own con^y. He shouU also become aware 
of what f»/y^e shouU kx>k for In training provision. And «iroi^h 
the relevant assod^ons, he/she shouU be arguir^ for greater 
profe^ionalism and the development of capability along the 
Qukielinss provkled. 

it is believed that the Generic Competencies of Trainers and 
Organisers In Europe fall somewhat short of those set out in this 
GuWe. Even to meet these requirsnrents is not enough. For. 
to tsach or organise &iy ^dflc programme requires ^tionai 
competendOT, which will be spelt out in detail for the three client 
groups representing the ultimate customers for trainers and 
organisers who use this Guide. 

Thi> basic principles outlined above are, therefore, applied to the 
Guides on pre-start-ups. start-ups. small businesses and 1992. 
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This Gukje is one of a series aimed at covering various aspects 
of trainer and organiser competency for support of small business 
initiation and development. The series Includes: 

- A Guide to the general competence required ot Trainers and 
Organisers of smaH business programmes. 

- A Guide to Trainer competency for stimulating Pre-start-ups. 

- A Guide to Trainer competency for stimulating Start-ups. 

- A Guide to Trainer competency for assisting small businesses 
(having under 50 en^loyees). 

- A Guifte to Trainer c(»npetency for assis^'ng small businesses 
to cope with the Single European Market of 1992. 

A short Introductory Booklet is available, setting out the overall 
objectives of the Gukies and how they might be used. In addition, 
a bnef bibliography of Enterprise training material available in 
various community countries is provided. 
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Preface 



SMEs are a very ln^>oilant element of V^e European economic 
and socia] area which is in the course of coi struction. and woula 
be better e(^^}ped to perft^m their roie if they were to demonstrate 
both soiitSty and fiexQsitity. in order to do so, they must be 
managed in the best possftjle manner. The imjxovement of the 
quaiifica^ns of owners and manners of these enteqi^ses is thus, 
a m^or chaiienge. The Member States cannot ignore this fact, and 
tfie Community Action Programme in favour of SMEs takes this 
into account in its general orientation. 

The improvement of the operational abilities of small and medium 
enterprises in the Community, allowir^ them to seize the oppor- 
tunities available as a consequence of the Single Marlcet, is the 
objective assigned to the Commission of the European Communi- 
ties. 

Recent initiatives for the "Preparation of small and medium enter- 
prises for thB Eurooe of 1992" (1) are evidence of the crucial roie 
of the training of owners and managers as seen from this perspec- 
tive. 

The overall objective of this series of Guides is to help improve the 
supply of training for small businesses in the EEC. We recognise 
that presentiy, this supply falls somewhat short of needs and 
perhaps even fails to meet effective demand. The chaiienge to the 
supply side therefore, is to convert neette into demands and to 
meet ttiese effectively and effidentiy. This Is critical if SME's are to 
be encouraged and supported to taite full advantage of the Single 
European Maritet by 1992. 

We recognise that throughout the community there is already an 
extensive supply offer and ttiere are numerous manuals and 
guides for those wishing to start small businesses or develop 
them. We also recognise that the term small business embraces 
many millions of companies of different types, with very different 
learning needs. We have not therefore attempted to produce yet 
another manual for we do not believe tiiat this would contribute to 
closing the ga^. 

These Guides ar^ basmJ upon the beliuf that the l^ey to closing the 
gap is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should have all tite entrepreneurial skills requi- 
red to reach the owner-manager and his staff with their services. 
And tiiey should be able to practise a'* they proach in terms of en- 
suring that (he training product is caiefully QCired to the needs of 
specific groups of consumers. 

1) Prep^ation of smaH and maduft, -sized enterprises for the Europe of 1992 ■ 
"Experimmttal trainmg schema ' SEC {S3) 1860 
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We hope the trainers and organisers will use the Guides for self 
and peer assessment and development, and indeed, that this 
manual may emerge as a basis for a training programme for the 
development of the competencies of trainers and organisers of 
smaU business throughout the Community. 

This guide. «>mlng at thte oF^rtune moment will sen^e to 
complement the effort of DG 23. It will no doubt b9 a valuable 
Instrument for all those whose purpose is to make our European 
enterprises more aware of the importance of the quality of their 
human resources as a means of achieving greater oon^)etitivene88. 

Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugene Mulier 

Member of the Management Board of CEDEFOP 
Luxembourg 

Corrado Politi 

Deputy Director of CEDEFOP 
Berlin 
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The overall objectives 



The overall target group is defined as: 

those viho do not have a firm and valid Idea, are unsure of 
{novation ami abiyty, and may «r may not have t: ^ resources 
to start business. 

There are four key success factors in establishing a business: the 
existence of a valki idea; the necessary ability to make it do It and 
sell the pro(&ct or service and 'menage' the knislness venture; the 
necessary motiv^on and commitment to dmry the kiea through 
onto the market and sustain it there; ami the necess^ physical 
and flnandai resources. There are probably very many pec^e in 
^ p(^lation who couM. if they so wished, run a »nall business, 
aithoi^ few woukj have the rrao^sary ability ami commitment 
to manas^ more soph^cated companies. Most governments in 
the Community mniki like to ratee the numk>er of business starts 
and in particular the nun^>er of business starts that are of high 
'quality*. They recognize that small kMJSinesses are an important 
source of renewal of the economy and that the larger the pool, the 
mora potenti^ there may be for growth businesses to rise from 
this pool and challenge tiie existing business establishment, thus 
maintaining competition. 

Rates of business start vary b^ween the countries d the Community 
and within country tiehv^n regions and k^ities. As a general 
rule, it is evident that the stror^r the existing local small business 
community, the h^her ti)e rate of business starts. Obviously 
certain regions and certain communities have agreater 'enterprise 
culture' than others. Enterprise culture can t>e defined as a set of 
values, beliefs and attitudes, in support of the view that the future 
can be tetter secured by independent individual effort than by 
working for larger oorp(»'atkms and institutions. When the nature 
of this 'culture' is explored in detail, it can be related to: 

- The existence of numerous successful role images of local 
entrepreneurs In sodety which influence the aspirations of the 
population as a whole, and particularly those of young people. 

- The existence of a network within the region or locality which 
has a grea' deal of understanding of small business and is 
highly sympathetic and supportive of it. 

• An informal netA^ork of business persons, associations and 
contacts supporting each other. 
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- The oppc^nity for many young people to work with, and in. 
smali business during their ftKmative years and to acquire 
experience and tMSiness {knowledge by 'ieamir^ by doing'. 

- The existence within t!ie community of a norm of 'living with un- 
certainty' which, in turn, stimulates the entsipise, (nativity, 
initiative-taking and planning to ensure survival. This becomes 
buiit into tfie famt. and k>cai environment. 

- A network system which provides a steady flow of business op- 
portunities and i(toas, and provides a clear understanding of 
how ideiffi are generated by customer need and can k>e 
deveksped into business propositions. 

if the overall objective Is to raise tiie number of people who aspire 
to start a business, then it necessary to create the kind of culture 
des^ibed above. Forc^ support^ thte culture \MII be operating 
'naturally', to some degree, in every society but win t>e stronger in 
some r^^s and localities than others. The aim shouM be to 
build upon what already existe, strengthen it by training and 
educatk>n and monitor the results. Overall, the key otijectives of 
the Trainers and Organisers of programmes in stimulating pre- 
start-ups should therefore be: 

-to encourage greater awareness among the population r^* 
what entr^renQurship and small business means. 

- to encourage greater understanding of enterprise among ail 
levels of the population. 

-to encourage greater insight into enterprise by enabling a 
wkier rar^ of the population to have some 'hands on' experi- 
ence of woriting witii, or dealing witii small businesses. 

- to encourage greater motivation to establish a small business 
and 'be independent'. 

-to develop, as part of ttie above, greater awareness, under- 
standing of and insight into the process by which consumer 
needs lead to business kib^s and can lead on to business 
propositions and into tHJsiness 

-to stimulate the process by which more ideas for businesses 
can be developed 

- to raise the abilities of persons to respond to this challenpe. 

The precise ways in which tiiese above objectives can be achieved 
will vary witii different sections of the population. 
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Overall trainer competency for 
stimulating pre-start-ups 

In addtion to the general compe^ncies (^scribed in Guide k, 
additional specific contpeten^ are required reiafing to ttie 
char^ter^tics of the various groups whid) nray be influenced by 
pre-start-up programmes* as in Exhibit 2.1 below. 



EXHIBiT 2.1 

Framework of competoncies for pre-start-up training 





AbiOtyto 
Segment the 
Maf1(8t 




Ability to driver 
ytx^h in schools 1 




AbWtytod^v^ 
pfognumneBfor 
youth in voca- 
tional training 




Ability to develop 
programmes fof 
vouthin 1 
employmem | 




Ability to devel(H} 
pTogrammes for 
the pofHilatim as 
a whole 



AbHity to develop 
programrr^ to 
Simulate Grad- 
uate Enterprise 



A;>itity to develop 
programnws for 
theurramployed 
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Overall trainer competency check for developing 
pre-start-up programmes 



A 



Notes 



ERIC 





High Low 
12 3 4 


1. Ability to seonw^ the maiket 


□ □ □ □ 


2. Ab%tod6vei^prooFamniie8 foryouth Hi 
school 


□ □ □ □ 


3. AbiMy to develop prograrffiTws for youth in 
vocationaitrainino 


□ □ □ □ 


4. Ability to develop programmes for youth in 
eniploymem 


□ □ □ □ 


5. Abil^ to develop programnnes for stimulat- 
ing Grsluate Ergerprise 


□ □ □ □ 


6. Ab^ to develop programmes for pofHila- 
tion as a whole 


□ □ □ □ 


7. AbUity to develop programmes for the 
unemployed 


□ □ □ □ 
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1 . Ability to segment the market 



The 'market' for pm-start-up trainir^ can be segmented by age 
groups includir^: 

-Those at schod. (primary or secondary). 

-Those in vocationa! education and training institutions. 

- Youth, who have left sd^, and are involved in sn-the-job or 
off-the-job training in industry and commerce. 

• Those who are in Institutions of higher education (polytechnics, 
technologicai Institutes, universities). 

-Those who are already In the labour market, as employees. 

• Those who are unemployed or not registered for employment. 

Witfiin each of these broad groups there are further groups who 
may have Afferent needs. Within ttie schools system, for example, 
those with dif^rent abilities and ambitions will have different 
needs. Within tiie vocational training sector there are a wide 
variety of cfifferent craft and trade programmes, each of which 
may have different potential for the teaching of small business as 
part of ^ vo^tional cunicula. The needs of hairdressers, for 
exftmpte, will vary from thc^ (rf elet^cians: those of plumbers 
from 0K>se working In information technok}gy. In respect of youth 
receiving on-, at-, or off-the-job training within companies, the 
potential for increasing tiieir enterprising ability within the context 
of the existing company programme will vary. 

For those In h^her educatk>n, the scope for enterprise education 
and training will vary between the sciences and the arts. And 
there will be different opportunities for linking students with small 
and medium companies at diflersnt stages d their study programme. 

The population as a whole can be segmented in a wide variety of 
ways. There are ^ose, for example, within the research depart- 
ments of unlversiti^ who need to be made aware of the potential 
for converting their research Ideas into businesses. There are 
managers within large companies, who can Identify opportunities 
which are not taken up by their own firnis and who need to be 
motivated to set up their own independent business. There are 
inventors, who need to be encouraged to develop their inventions 
into a business. And there are large numbers of workers in craft 
trades who couU set up for themselves. And there will fc>e different 
groups, such as women and ethnic minorities, who face distincti- 
ve t>aniers for cultural reasons. 
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The unemployed are also by no nteans an homogeneous group. 
There are those with managerial and supervisory backgrounds, 
who have a (Afferent potential from th(»e who are sldiied workers. 
The older ur^mj^yed have different problems fronn the young. 
Those viho have been unemployed for a long time have <^rent 
problen^ fror.t fliose who have ordy neoentiy been made redundant 
Those who have experience of woridng in small and medium 
enterprise before, wHl have greater pro^>ects than whose who 
have worked all their lives in iaiige finns. 



Pre-start-up trainer competency check 1 
Ability to Segment the Market 





Hi^ low 
12 3 4 


Awareness of overall poteritiai tor segmeming 
themarttfjl 


□ □ □ □ 


Awareness of potential for segmentsaion within 
schools market 


□ □ □ □ 


Awai-si^ss of potential for segmematton within 
vocational market 


□ □ □ □ 


Awareness of potential for segmentaibn within 
yo ith industrial training market 


□ □ □ □ 


A««' rmess of potential for segmentatton within 
wKuate market 


□ □ □ □ 


A bareness of potential for segmentation within 
p jpubation as a whole 


□ □ □ □ 


Awarmiess of poter^ial for segmentatbn in 
respect of cultural nrtinoriti^ 


□ □ □ □ 


Awaretie^ of potential for segmentation among 
unemployed 


□ □ □ □ 



For each of the groups kientified above there will be different 
learning needs, different programme opportunities, different exist- 
ing programme models, different approaches needed by the 
trainer, different potential for materials development, different 
environments to work with and different ways of reaching the 
potential consumer with the programme. 
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2. Ability to develop pre-start-up 
programmes for youth in schools 

There is growing recognifimi ^rou^wut the C<Miimunity of the 
need to encourage the 'spirit of enterf^ise' among youth at 
school. Th^ means having young people who are more: creative; 
anaiyttcai; capable of taldr^ greater initiative; more independent; 
ttett^ at le^ership; better a! communicating, persuading and ne- 
gotiating; and with higher levels <^ achievement motivation. There 
is also a recognised need to provide young people wlih greater 
understanding ol business arid In particular of entrepreneurshlp 
and small business. And it is thoi^ht tiiat tiiese elements of 
entef|»1se education can be introduced for a wide variety of young 
people, inducSng even tiKJse in primary education. 

There are numerous barriers to achieving tiiese goals including: 
tiie values and attitudes of tiie teaming profession and of educa- 
tionalists in general; tiie lack of understanding of what constitutes 
enterprise and its links witii educatic»ial goals; tiie division of tiie 
school curricula into its traditional teadting subjects; tiie exist- 
ent^ of a strong examination philosophy in tiiese subjects; tiie 
iad( d understancfing of enterprise of universities and institutes of 
higher education who, In effect dictate many of the examination 
goals of tiie school system; the lade of enterprise and smaN busi- 
ness in teadier education and training; and generally, tiie lack of 
awareness and understanding of. and insight into small business 
by tiiose who dictate and teac^ tiie cun-lcujium in schools. 

Nevertiieless, opportunities exist to teach children in a more ent- 
erprising manner as defined earlier, to devel^ programmes of 
awareness and understanding of small business and to give tiiem 
greater opportunity to link witii and visit small companies. To 
achieve tiiese goals, teachers and educationalists need to under- 
stand better tiie link betw^n tiie ot>jectives of enterprise educa- 
tion and of education in general. Few educationalists would argue 
witii tiie need to develop m(xe enterprising young people in 
schools as defined above. They also need to be given greater 
awareness and understanding of small business and how it might 
be used as a means for the teaching and development of 
enterprise in young people. 

The programme opportunities therefore are: 

- programmes to help teachers teach more enterprisingly within 
their existing cum'cuium (changing tiie process by education) 

- programmes to provide greater awareness and understanding 
of small business, enabling teachers to design 'appreciation' 
programmes 
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- and progranimes and activities to allow pupils greater access 
to small business, induding periods of woildng with small bu- 
siness. 

There are a Hmited nun^ such programmes existing across 
Europe. Perttaps the most developed of these are in the UK, one 
two whtoh are ^scra^ed t>elow. Th^ programmes seek to 
(Hovide simulates of small business witii assocteited materials 
which can be us^ teadier training. This Idnd of programme 
can be introduced into a wide variety of (Sffeient curriojta adiv- 
itos in the school and cover a wide range of ability and age 
gfo^>s. The prospammes vary bi the degree to which they 
enoMirage dtildmn to set up and run their own business over a 
period of time witiiln tfie school. There are. however, a range of 
{vogrammes which deal more directly witti the setting up of a 
conn^y and Involve teaching by industrialists. This type of 
programme usually aims at older children in the 16-18 age group 
and is similar to the Junior Achievement programmes in the 
United States. Various materials have been (teveloped to assist 
teachers, in es^iishing such programmes and there are ^ning 
pro^ammes for teachers designwl to motivate them to introduce 
small business and enterprise training into tiieir schools. 

Ihme ;»ogrammes are usually located within the school, al- 
though they may extend into the vacation and may involve school 
v^ts to companies or time outside the s^kx>I spent on market 
research. They usuafly involve industrialists and bankers visiting 
schools and indeed being involved in teaching. 

Such programmes can involve teachers linking with a networit of 
educational advisers, local education authorities, national educa- 
tion authorities, parents, managemrent boards of schoois, and 
emfNoyers. They also need to have some means of assessment 
if tiiey are to be taken serk)usiy by examining boards and by 
further and higher education institutions. 

The ultimate 'customer' is the young person in the school. He/she 
can only be reached, however, through tfie teacher. Reaching ttie 
market, tiierefore. means reaching tiie teacher and possibly also 
'selling' tiie programme and associated activities to education 
autiiority advisers and the wkier network mentioned above. Such 
a mar1(eting exercise will be easier if the network is involved in 
joint produdion and development of such materials. Almost 
certainly, however. teac4ier workshop will be needed to market 
materials and approaches wltiiin the schoois. 
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Pi«-Qtart-up trainer competency check 2 

Ability to Develop Pro-Starl-Up Programmes for Youth 
In Schools 





High Low 
12 3 4 


Awar^iess of the cMrction between emer- 
prtee ecfticatiofl and small business tmining 


□ □ □ □ 


Awareness of the MiS belween enteipiise 
training and educatkmal goals 


□ □ □ □ 


Knowiedge of. and ability to develop, materials 
for enterprke e(^icati(»i in schools 


□ □ □ □ 


Ability to njn training programme for teachers 
in schools 


□ □ □ □ 


AbSity to liaise and develop undsrstamling of 
the relevant network environmertt hi education 


□ □ □ □ 


Ability to market programmes effectively with 
teachers, advisers ^ 


□ □ □ □ 


Abil^ to write own materials where necessary 


□ □ □ □ 


Wide range of c^tacts with small businesses 
as potential invitees to teach on programmes 


□ □ □ □ 
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3. Ability to develop enterprise pro- 
grammes for youth in vocational 
training 

There are a wj(te vartety of collega vocational training courses for 
youth throughout the Community. Large numl)ers of young people 
attend a variety (rf a«irenticeship programmes at the college 
level. In many of ^se programmes there are alreatly siAstanti^ 
inpute of iRJsiness education, not necessarily geared to small 
business and nc^ necessarily delivefed in an enterprising fasten. 
The prowammra are often tied In to certlflc^on processes which 
In turn, are linked with friKfitlonal indus^ associations, guilds and 
examining organisations. 

Urge numbers of young peoj^ undertaking tiiese programm^ 
end up running their own businesses, usually after a period 
working fw swneone else. In preparation for this ultimate career 
step, there is a substantial need for development wmn the 
existing programme of awareness, understanding and insight 
into small and metium business. By the very nature of a system 
which frequently links with companies, there Is already ample 
opportunity for placement In smafl and medium firms ^ part of the 
training. There are major barriers to the witter introduction of pre- 
start-up training In vocational courses and there is a need to 
develop such training within tfre ^»cific Industry wntext of these 
courses. Many of the existing business studies programmes 
which are taught are 'appredation' programmes, gh^ng little 
insight Into small business management. They are run in a 
traditional manner, with very little attempt to create enterprising 
learning situations as Wentified alKJve. And the fact that many of 
these programmes have been certificated for years means that 
the cuniculum is difficult to change. 

It can be argued that, as with enterprifje in schools, the main 
needs are: 

-To encourage the development of enterprising attributes in 
those undertaking vocational programmes. 

-To bring into these programmes elements of awareness of 
small business management 

-To bring deeper knowledge and understanding of the small 
business so that levels of appreciation are raised. 

- To provide mechanisms for gaining insight into small business 
by working with, and alongside small companies. 
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•To ena^uraga tha devatopment of insight into the small busi- 
ness stait-up proc^, and in particuiar, how ideas are devel- 
oped* into tHislness. 

-To provide m(^atfonal role models, partiojiarly of young 
people, who have succeeded in setting up their own business. 

To meet these goats wlfl involve training existing teac^is in 
vocationai education so that: they underst^ the different pro- 
grammes that might be developed to meet ^ above objectives; 
they are trained and motivated to develop them; and they are 
given incmtives to buHd them into the curriculum of ^>eclfic 
vocatitmal progmmmes. It also mear^ selling ^ concept to a 
wide variety of industrial and commerdai assc^dations, as well as 
those public bodies who set vocational training standards and 
examinations. 

Key Components of Programmes might include: 

- 'Enterprising ^lli ' programmes, including exercises in crea- 
tivity, lateral thlrimt^, ^^oblem-solving, ieadershlp exerdsas, 
achievement motivation, negotiation exercises, presentation 
sidils and initiative laldng. 

-'Awarei^n' programmes, including presentmions by rde 
modete of existifH) owner-managers, particularty your^j man- 
agers; personal awaren^ profiling- compares with profiies 
of the setf-^nployed; sources of business ideas and how these 
are converted into businesses; analysis of motivations of tfie 
small business owner-managers and their job satisfactions; 
and the basics of setting a business. 

■ 

- 'UndertUmding' progranmies, including: tfie process of get- 
ting kito tHis^ess from raw idea ttirough to valid idea to scale 
of operation, negotiation for rasour^ and birth; understand- 
ing of motivations and satisfactions of owner-managers and 
tiieir necessary abilities; understancfing how smaN businesses 
meet the needs in tfie mwikdt; understanding of the role of 
small business in society economically and socially; basic 
understanding of management of small business; and under- 
standing of tiie small business support environment. 

• 'insight' programmes, including: simulation exercises of the 
establishment of smaH businesses; idea generation and evalu- 
ation exercises; undertaiOng projects in existing smalt finns; 
working, wherever possible, alongside owner-managers; and 
interviewing entrepreneurs. 
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-'Devtto|Mfig motivitimi' programmes, including: achieve- 
n^t mo^ation training; exerds^ on evaluation of tnjsiness 
ideas; ex^cises in conversion of raw t)usiness ideas into valid 
bisiness k^ts; exerdses on business plan devei(^ent; 
exercises on nuBket research and custonror neecte analysis; 
exerc^ m cash flow pro|e^ and profit and toss forecasting; 
exer^es on business proposal pre^t^on; creation of 
awtfen^ of all statutory requifemente in order to get into 
business; personal apfraisal exercises comparir^ self with 
owner-manager profiles; and exercises with extetir^ owner- 
managers who have recently started. 

It is evident that a great deal of methodolo(^ media of conven- 
tbna! bi^tn^ studio programmes teach^ in vocational tracing 
institutes is not highly enterprising. This limits not only the amount 
of 'hands on' ei^rience young people can obtain, but also the 
degree of exdt»nem bwolved in leambig. Ail business programmes 
for vocational training require enteiprteing approadies inducing 
IQ^ral amounts of: action learning; independent and group 
exerds^; company vtelts and 'real time' prpiects; working in 
;^oups wtthout teacher supenrision; meeting the real world 
customers and interviewing them; exerc^s in presentation of 
p^, pn^eds, negotiation exercises etc. A great deal of the 
business knowledge can be taught by demonstration and practice, 
thus oevek)ping Insight into tfie use of knowledge. 

Given the usually spedfic nature of vocational training in prepar- 
ing youth for a career in a particular industry branch then, 
materials and exantples will rmod to be industry*spedfic. There 
are already materials available in many of tiie EEC countries 
which pro\^ exemplars of tiie various types of programmes 
ktentiHed al?ove, some of which are noted. 

Enterprise programme for vocational training will need to be 
devetoped within tiie frameworks of exiting programme activity. 
This means networking, not only witii teachers in vocational 
institutions, but also with assodations which set examination 
requirements and assess and accredit results. The nature and 
scope for such interaction will vary in different coun^es of ttie 
Community. But it is unlikely tiiat vocational small business and 
enterprise programmes can be developed independentiy of ttie 
organisations which presentiy control vocational education. These 
organisations will also t>e the key channels for marketing any 
programme. 



Notes 
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Pre-start-up trainer competency check 3 

Ability to Develop Enterprise Programmes for Youth in 
Vocational Training 





High Low 

1 0 Q ^ 

1 C 0 H 


Awareness of existing vocational programnf^ 


□ □ □ □ 


Famifiaity with institutions and networks setting 
standanfs for such programme 


□ □ □ □ 


Awaren^ of the degree to which existing 
programmes embra^ enterprise in sntaH 
business 


□ □ □ □ 


AbUity to deveiop awareness, understanding, 
insight aiKJ motivation progranrnies for 
vocational traii^ 


□ □ □ □ 


Awareness of existing materials for such 
programme 


n n n n 


AbHity to develop new materials where r^evant 


□ □ □ □ 


AbiSty to negoti^ vn^ reievart infkjemial bocfi^ 


□ □ □ □ 


Ability to maiket programmes thra jh existing 
networlt supplying vocational trainii^ 


□ □ □ □ 


Ability to develop teacher training programmes 


□ □ □ □ 
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4. Ability to develop programmes for 
youth in employment 

Mos\ of the young pot^e tn the Cc^munity are invotved in on- 
the-job, at-the-job or off-the-job trainNig programmes. Many of 
these are carried out by small companies. And simply by involve- 
ment with a small firm, an element of motivation towards an 
understandif^ small businesses is achievt^d. Many large firms 
are, however, interested in developing the enterprise capabilities 
of their young en^loyees (in the broader sense defined above). 
There are m^or problems in introducing elements of enterprise 
and small bigness into large or small company programmes, 
whidi include: 

-the fact that m(»t programmes are company-specific and 
usually have as a prime aim the development of the necessary 
skills for employee to carry out their basic tasks adequately; 
in small firms there are few, if any. training officers to work with, 
and provkie gukiance for. enterprise to-aining 

- in larger companies, most youth training Is carried out by 
instructors who do not necessarily have substantial under- 
standing of enterprise, and frequently use approaches which 
are traditionally 'discif^ine- oriented' and therefore somewhat 
anti-entrepreneurial. 

A major opportunity, however, lies in the cunent interest in 
developing more enterprising approaches to work and, therefore, 
more enteti^ng indivkiuals. There is a need to develop a better 
understanding of the need to encourage employee capability to 
operate enterprisir^ly within the work environment, and to under- 
stand how the business, within which they work, operates. There 
are also particular learning needs of intermediaries (the instruc- 
tors) who will need to learn how to take more enterprising 
approaches to training. 

Opportunities for developing enterprise in youth training need to 
be carefully negotiated. Tf^ey usually need to be industry-specific 
and therefore, will need to be negotiated with indusbiai trade 
associations and/or relevant government organisations. They will 
need to be bespoke in temns of Individual company needs, yet 
flexible for adaptation to different circumstances. Particular 
opprrtunlties therefore are: 

- Programmes to develop understanding of the company through 
enterprise, using a simulation of the business as with any small 
business enterprise programmes. This will allow components 
of: personal awareness and development; awareness of how 
products must meet customer needs (in the partkxilar company); 
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prpiects to understand the nature of how the business re- 
sponds to customer needs ai>d to develop understanding of 
some oH the business s^tems within which they, the wc^rs. 
must operate; and son^ single awareness, through simula- 
tion, 'of busing plannkig'. 

- Programmes concerned directly with stimulating the develop- 
ment of enterprising attrSxites. for example: achievement 
motivation training; creativity training; analytical skills training; 
interpersonal skills and personsd skills training. 

There are a number of existing programmes enterpr^ skills 
training available. And there have been e}^riments, particularly 
in the U.K., aimed at encoumging enterprise training within 
company training programme for youth. These, however, have 
had a mixed rece^^n. The onus In general, will be on the 
company trainer to develop industry and company-specific ma- 
terial. This may be easier where nationwkie standard fomnats for 
youth training and industry exist, for example, within the Youth 
Trainir^ Scheme of the U.K It will be more difficult where 
arrangements vary wktoly between region and Ir^justry sector. 

The main environmental issue is that of ensuring that any pro- 
gramme is jointly devek}ped with tl^ personnel and training staff 
within the company and industry, so that a degree of ownership 
is given to the firm and the industry sector. Askie from statutory 
obligation, this is perhaps also the only reasonable marketing 
strategy. 
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Pro-Start-up training competency check 4 

Ability to Develop Programmes for Youth In 
Employment 





High Low 


Abifity to deliver enterprise skiUs prograrrmies 
o^fer a range of competencies, for example, 
achievem^, niotivation. creative etc. 


□ □ □ □ 


AwaiensGS of existkig indifitiy^oonpany arrange- 
fTtente for youth trairting 


LJ LJ LJ LJ 


Abflity to d^n tndu^ and company-specific 
enteiprisemsaeriai 


□ □ □ □ 


Ability to imdeitake joint ventures with industry 
and company trainbig personnel 


□ □ □ □ 


Abiltty to train industry/company in8tnx:tors 


□ □ □ □ 
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5. Ability to develop programmes to I 
stimulate graduate enterprise 

in the long run. the c^aiity of Uie smaH business sector is substan- 
tialiy a function of the ambition and quality of those who establish 
small businesses, it is, therefore, not surprteing that there is 
concern within the Community to stimulate gr^uates to start their 
own company. There has been a growth of fM^ogrammes de- 
s^ned f(^ tiiis purpose. Most of these have been developed as 
part of the M.B.A. programme of Business Schools. And enterpri- 
se and small business now takes its place within the curriculum of 
Business Studio Programmes in very many institutions through- 
out Europe. It is yet, however, to spread to h^r education 
institutions at large arid across the conventionat higher education 
cunlcuia of Arts aid Science. There are, however, plans to 
systematically develop enterprise in the university curricula in the 
U.K. And there are many programmes cc^cemed with graduate 
transition to work in small firms. 

There are major problems in introducing enterprise and small 
business training into higher education institutions outeide of 
those concamed diri^ management and business stud- 
ies. Most of the currioiium of higher educatksn institutions of the 
university type throughout the Community is highly academic. 
Even in institutions such as polytechnks, whteh are more practical, 
tiiere is often narrow focus upon particular fields of study, for 
example, engineering, langu^e, and so on. The value systems 
of many of those who teach in higher education institutions are 
unlikely to lend themselves easily to the injection of enterprise or 
smalt business into the curriculum. The major opportunities there- 
fore are likely to lie in programmes that are additions to the 
curriculum, either in the evenings, at weekerKls, in vacatior.s, or 
after grsKiuation. A further problem is that graduates themselves 
may have tittle awareness, understanding of, or insight into the 
small business and therefore, little interest in it as a career or 
sut)ject op^on. Careers advisory servk^s in many higher education 
Institutior^. are biased towards careers in public institutions, the 
professions and large firms, as is the network of staff, parents, 
advisors who influence the interests and aspirations of the graduate. 
The student is likely to see smalt t^sinesses as being in the 
infomial market, giving little access to training, giving little opportunity 
for career enhancement, giving inadequate training and/or 
qualification, being difficult to use as a stepping stone to otiier 
jobs, and offering low salaries. 
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Pre-start-up programme opportunities therefore inHude: 

-the development of enterprise skills training modules that 
might be incorporated into the curricuium of higher educatonal 
instibites 

-the devel^mient of teacher training programmes, aimed at 
introducir^ more enterprising methods into the process of 
teaching in higher education 

- the introduction of vacation programmes designed to provide 
insight into, and role models of, small and medium k)usinesses 
as well as vacational work experience 

•vacation programmes to devek^ mo^ation, interest in the 
process of tnminess idea generation, of working up an kfea 
and an understanding of what mates a successful small business 

-development of post-graduate enterprise programmes, aimed 
at stimulating ^isKiuates with very raw kieas to davelcp tiiem 
into business 

- graduate placement programmes, aimed at linking graduates 
with small businesses as a means of increasing tfieir aware- 
ness and understanding of small business, and ttieir ultimate 
motivaton to work for a small firm or set up their own company. 

Various malsriais are available on enterprise skiOs training suitable 
for grffiiuate adaptation. Materials are also available on how to 
develop Meas generation programmes, txjslness start-up 
progranm^ for graduates, smaR bts^iess experience programmes 
for graduates and vacation experience programmes. And from 
1989, materials and programmes will be available in tiie U.K.. 
relating to tiie trainir^ of higher education staff in enterprise skills 
and enterprising ways of teaching. 

If such programmes are to be introduced in higher education, tiien 
tiis environmental networi( which influences student aspirations 
and indeed, dictates tiie ternis under which students learn, itself 
needs to be influenced. This networi( includes members of staff of 
higher education institutions, careers advisory organisations, 
parents, student industrial societies and potential employers, 
both large and small. 
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Pre-start-up trainer competency check 5 
Ability to Develop Programmes for Graduate Enterprise 





High Low 
12 3 4 


AUIity to (teveiop enterprise sidiis training 
modules tor studeitis 


□ □ □ □ 


Abity to davelop enterprise teacher training 
programmes tor higher education staff 


□ □ □ □ 


AbSity to run evening or weei^end awareness 
programme 


□ □ □ □ 


AbBity to mn idea generati(»i programmes 


□ □ □ □ 


Abiiity to njn vacational experience 
programmes 


□ □ □ □ 


Abiiity to njn v«^ion idea generati<Hi and 
valldatton programme 


□ □ □ □ 


Ability to develop post-graduate small business 
linkage programmes 


□ □ □ □ 


Ability to develop p08t-gra(&jate enterprise 
programn^ forthose wishing to validate ideas 


□ □ □ □ 


Ability to mark^ the eitteriMise concept with the 
networic which influences grackiate aspirations 


□ □ □ □ 


Ability to identify role models of recen 
graduates established in business 


□ □ □ □ 


Ability to link grack^rtes effectively with the 
whole environnoent for small tHJSiness develop- 
ment 


□ □ □ □ 
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6. Ability to develop pre-start-up 
programmes for the population as 
a whole 

These programmes can be of two kinds: those aimed Indiso-imi- 
narety at ail of the population; and those aimed at segmenting for 
different groups, by age (for example special programmes for 
you^ or retirees}; by sex, k)y social status e.g. for women; by 
ethnic minority groups; by present job and status (for example 
manners in large companies); by nature of job (research scient- 
ists, university staff, inventors). 

There are a large number of programmes across Europe, aimed 
at stimulating inter^t in the starting of small bt^iness. There is a 
wide variety of pamphlets and booklets published by bankers, 
accountants, consultant groups and educational hstitutkxis. There 
are many video and T.V. programmes and a number of personal 
profile checklists for 'self-analysis fw entrepreneurship*. There 
are a variety of one-day or evening seminars aimed at arousing 
intersst. The objective of most training programmes for pre-start- 
up can be divkied into: 

- raising mo^ation and awareness of the potential for running 
one's own business 

- gukJing those interested on how to find a business idea and 
how to devek)p it 

- programmes for those who feel that they have the germ of an 
kiea and wish to develop it more fuiiy. 

The most common fonmat is the one day programme open to 
anyone who wish^ to attend, i.e. the populatk>n as a whole. This 
might oommor^ indude: presentatkxis from existing entr^jreneurs; 
presentations on how they found their business idea and how 
they developed it; gukjes to what constitutes a vaiki business and 
the rewards that may, or may not follow; and introductions to the 
relevant environment Longer programmes can be designed to 
encourage understarKiing of how to find a business idea, how to 
brainstorm to find Meas, and how to validate these ktoas. Longer 
programmes are also needed to concentrate upon the process of 
self-assessment and seH-awareness for entrepreneurship and 
the development of achievement motivation. Achievement moti- 
vatkxY programmes aim to acquaint partic^ts with the characteris- 
tics of the entr^reneur, provkje mechanisms for them to assess 
their own personality characteristics in this r^pect, and then seek 
to develop these so that they have the 'right characteristics. 
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Targeted programmes may be aimed at specific segments of the 
population. Examples include: 

' programmes on 'buy-outs', aimed at managers already in large 
companies who may wish to move out with part of the company 
business 

- programmes aimed at stimulating large company managers to 
identify opportunities for developing tiieir own tHJSiness 

- spedal programmes for women, which emphasise the particu- 
teir difficulties they face In establishing businesses and ways of 
overcoming these 

- programme ain^ at e^nic minorities, dealing with the specific 
problems they fm such as. raising finance, dealing with 
customers, ^king advantage of/or coping witii issues arising 
from basic cultural differences 

There are very many materials available for such programmes. 
Generally these contain one or more of the following: 

- stimulation of motivation towards self-employment, including 
achievement motivation tmining 

-developing understanding of what makes a viable business 
idea and how to validate kieas 

' developing ability to find k!eas and generate them 

- increasing understanding of what abilities are necessary tu run 
a business 

- providing awareness of role images of persons as business 
owners, aimed at breaking down baniers of self-perception 

- improving understanding of the rewards and risks to all new 
businesses 

- developing self-awareness and self-analysis 

- programmes to stimulate enterprising attributes 

- developing understanding of what makes a successful busi- 
ness 

- improving understanding of the relationship between business 
and family 
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- improve understanding of who can help in the process of idea 
afKl business development 



In order to cover the wide variety of potential programmes for pre- 
start-up wi^ the population as a whole, the trainer wiii need 
contacts with a very wide network. This will enable joint pro^am- 
mes to be run with a variety of organisations, such as chambers 
of commer^. productivity as^dations. trade associations, edu- 
cational institutions, tnisiness development institutions, public 
and private etc. Moreover, the trainer wiH need sound iinlts with 
repr^ntatives of ethnic minorities, womens assodations, youth 
assodations and with organisations concerned with the protec- 
tion of inteiiectuai property rigtYts. such as patents offices and 
licensing authorities. 
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Pre-start-up trainer competency check 6 

Ability to Doveiop Programmes for the Population as a 
Whole 





High Low 
12 3 4 


UrKlerstanding of different ways of se^nenting 
marked 


□ □ □ □ 


Underst jivfing of particular proUems of youth 
and business start-up 


□ □ □ □ 


Understanding of particular problems of wom- 
en, pre-staft 


□ □ □ □ 


Unrierstanding of particular problems of ethnic 
mirK)rtty gro^>s pre-start 


□ □ □ □ 


Ability to run setf-a^essment wornsh^ 


□ □ □ □ 


Ability to njn ideas generation workshops 


□ □ □ □ 


Ability to mn achievement motivattoi^ training 


□ □ □ □ 


Contacts wih persons able to ^ovide SKJequate 
role im^es and make presentations 


□ □ □ □ 


Knowledge of sourros of new ideas and 
iocattor^ 


□ □ □ □ 


Ability to mn enterprise skill and competency 
training programmes 


□ □ □ □ 


Awareness of soecific Drabl^ns of lamn 
con^any managers leaving to set up business 


□ □ □ □ 


Ability to understartd mar^oement txiv-outs 


□ □ □ □ 


Ability to understand patkxiiar proUems of re- 
search scien^ and university staff nrwving out 
of tt^ir in^itutions into seif-empk>yment 


□ □ □ □ 


Familiarfty with problems of patent protection 
and licensing arrangements 


□ □ □ □ 


Familiarity with licensir^ and data tiar^ 


□ □ □ □ 
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7. Ability to develop programmes for 
the unemployed 



The unemployed cover a wide range of persons and can be 
segmented in a number ways including: 

- by length of unemployment 
-by age 

• by skill and experience 

- by resource availability 

Those who are unempit^ed do not necessarily make the best 
entrepreneurs. Nevertheless, it is the pressure of unemployment 
that often leads to greater urgency self-he^ and interest in 
self-employment. Thus, the obligation is there for the trainer and 
the organs to provkto tiiose unen^)loyed with an awareness of 
their potential for be«>ming seif-emptoyed, fm usir^ their skills to 
this F^irpose, and being dearly aware of the consequences, in 
taking these opportunities* the trainer shouki to aware of a 
number of particular problems, Including: the demotivational 
effect of becoming unemployed; the loss of self-confklence; tiie 
k>ss of personal contact networks for reh^llitation; frequently, 
the lack of financial resources; and the growth of dependency. 

Some of these factors will vary with the length of unemployment, 
with the previous status and resources of the unemployed person 
and with ^e. For example, the young unemptoyed are likely to 
have no experience, no contacts, little awareness of employment 
optk>ns, far fewer links with sources of ideas, and very limited 
financial and physical resources. On the other hand, they have 
little to \QS9 by seeking to help themselves through self-employ- 
ment and possibly fewer family and other obi^ations. The unem- 
ployed manager who has previously w(vked in a large company, 
will bring with him: experience of large companies and systems; 
possibly some prevksus management training; some contacts; 
and wiH be used to dealing with people. But on the other hand, he/ 
she will probably have little experience of going it alone, will have 
family ties and obligations and may be tied in with certain pension 
and other capital maintenance arvd development schemes. 

While bearing these special factors in mind, many of the needs of 
this group will be similar to those of the popuisation as a whole. 
There will be a need to develop self-awareness; understanding of 
what constitutes a viable business idea; how existing skill might 
make business; and understanding of what abilities are necessary 
to run a business. 
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in the first instance, however, participants may need specialist 
self-confidence building programmes and achievement motiva- 
tion programmes designed to counter the effects of unemploy- 
ment. There are a number of schemes in Europe which seek to 
help the unemployed financially and convert their unemployment 
benefit Into the basic 'salary' while they set up business. And 
there are a number of associated fining programmes. Chief 
among these are: 

- awareness days, aimed at enabling the unemployed to under- 
stand what ft is like to be in small business, to assess 
therroelves, to be aware of how their skill might make a 
business and to uiKlarstand who can help them in the process. 
These progranunes are usually of short duratton, one or two 
days or evenings. 

- a variety of youth programmes, aimed at encouraging unem- 
ployed youth to work on community projects, which as a by- 
product, aim at increasing enterprise skills and the feeling of 
independance and ability to 'self-help'. 

- mechanisms for introducing the unemployed to potential busi- 
ness ideas. 

- programmes to he^ them raise basic skills, with a view to using 
the skills as a means of earning a living independently. 

- programmes to link the unemployed, particularly unemployed 
managers, with small businesses so that they gain some 
insight into the small business and as a result may develop the 
capability and potential to set up their own company. Exam- 
ples of these programmes are noted below. 



Associated with these programmes are a variety of materials. 

In provWing programmes for the unemployed, the trainer will need 
to link with many institutiwis whose primary task Is to service 
unemptoyed persons, including: social security payments institu- 
tions; job search organisations; community project organisations; 
social welfare and benefit organisations; skills retraining units etc' 
It will be important for the trainers to set up joint ventures with the 
personnel of these institutions. 
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Pre-start-up trainer competency check 7 
Ability to Develop Programmes for the Unemployed 





High Low 
12 3 4 


Awaren^ of diffwsnces in problems of 
(Afferent groups of unamptoyBd persons 


□ □ n □ 


Abffity run programmes to buitd up self- 
confidence 


□ □ □ □ 


AbHity to t\s\ proorarmnes to inculcate 
motivation to achieve 


^^Mv ptaHM ^mmm W^^^ 

□ □ □ □ 


Ability to run pro{^amn>es to explore ttio 
relevance ^ personal skifo for selVempioynient 


□ □ □ □ 

L^-J i—J 


AbiHty to provide an oven^fiw of the necessary 
components of ^iccessful small busing 


n n n n 

LpJ LJ I— J 


Ability to Hnk effectively with aU social and other 
servtoes for ttte unemployed and to run loint 
programmes with them 


r~i i~i r~i r~i 

□ □ □ □ 


AKifttw \f\ miinfiol tha ur^rmlovfid individualtv 
and collectively 


r~i r~i r~i rn 

□ □ □ □ 


AbHity to introduce the unerr^loyed to sources 
of ideas for self-help 


□ □ □ □ 


Awareness of al sources of financial assistance 
available under governmental and other 
schemes 


□ □ □ □ 
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Pre-start-up 

Matrix to show details of 
programmes/activities in EEC 
member states 
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ANNEX 2 

European 'Pre-start-up' Cases 



Belgium 



Institute for Permanent Thilnlng and Education 

The Institute Programme consist of four phases: that of appren- 
ticeship; that of entrepreneurship education; that of continued 
education; and that of remedial education. 
The i^renticeship phase provides general and professional and 
technic^ knowledge for major skiils (80%) by practical work in- 
firm arKj in vocational centres. A pupil from the age of 15 years 
onwards who has finished the initial two years of secondary 
education may start his a^renticeship. 

Phase 2 is to provide entrepreneurship education to potential 
entref^eneurs who nrtight start their own small business. With this 
objective a programme Is undertaken that has, on avers^e. all the 
element needed by an ontrepreneur including; courses on 
accountancy, marketing, recruitment of employees, business 
planning, communication and infomiation, and additude building. 
Approximately a third of tiie participants in this p'ogramme are 
those who have finished the apprenticeship phase and two thirds 
of secondary eduction. The programme concentrates on learning 
from real life situations. 

The continual education and remedial education phases will 
thereafter consist of lectures, workshops and seminars. There is 
the option for those who have undertaken the entrepreneurship 
education to study further the changing environment and asso- 
ciated additional needs of the entrepreneur. 

In 1987/88 some thirteen thousand students took the entrepre- 
neurship education programme. The entrepreneurs' educatiijn 
programme consists of 1 28 hours per year, mostly in the evenings 
in vocational centres and continues over three years. The main 
delivery agents are the vocational training centres. 

Contacts: Flemish Community 

Nsderlandstalig Instituut Voor Oe Voortdurende Vor- 

mlng Van De Middenstand (iVVM) 

Brittania House 

Jozef-ll Straat 30 

1040 Brusseils 

Tel. No 02/218.60.93 

or 

French Speaking Community 

Maria-Theresiastraat 

1040 Brussels 

Tel. No. 02/219 37 88 
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Denmark 



Scholarship Scheme 

Thte is a programme run by 9ie Ministry of industry, encouraging 
those with High-tech txisinass ide^ to disengage thsmsetves 
from employmant and explore the potentiai of setting up a busi- 
ness. These scholarships are designed to ease tfie transition ar^J 
are of the order of 20.000 Kroner per mwith for up to 24 months. 
The programn^ is therefore targetted upon re^arch scientists 
and innovators and is open to anyone in the country. There are, 
however, a iimited numt)er of scholarships (up to 15 a year). 

The programme is marketed through a variety of institutions, 
ii.ciuding the Technciogy institutes. An example of a successful 
candictete untler the sfthente is that of 35 year old electro- 
tediniclan with a conc^t of developing a module which could be 
atta^ed to a personnel ctmiputer. maldng it possitjie to use the 
compter as facsimile for mailing etc. The electro-technician 
heard of the scheme through the inventors office of the Jutland 
Tedinologicai Institute, in applying for the scholarship he had to 
forward a technical dascrip^n of the product idea, together with 
a detailed txjsinass plan descrltying market conditions and a draft 
of bixfgets for two to three years ahead. Moreover he tied to 
prepare a working plan for the activities to be carried out in the 
period of the scholarship. 

In addition to the scholarship, the successful applicant may be 
eligible for other grants in support of expenses for materials, 
technical literature and advice about location. 

Contact: C Mohler - Sorrensen, 

The Technlcoiogicai institute Copenhagen 
Tel No. 45 2 99 6611 



Notes 
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France 



Training Support for Starters 

This programme is run by the Nationai Agency for Empioyment 
(ANPE). it is to the unemployed and the population as a 
whoie. There is no selection. Ail that is required is that there should 
be an element of motivation and possibily a raw klea The aim Is 
to heip pec^B to assess this idea and to prepare for launching a 
connpany. The programme was originaity started in Departments 
west of Parte and has now t>een extended to several other regions 
of the country. The individual is followed up after the programme 
until he or she finds a job and/or becomes an owner manager. 

The programme is operated by spedal ANP agents in partnership 
with Local Government and the Ministry of Commerce and Crafts. 
There are, for example, 33 ANPE sites in the w^ of Paris, each 
of which are pro^Hcted with one trained ANPE agent 

The programme itself moves from Initial briefing sessions, through 
to motivation sessions and then to a two day initiation programme 
where p^tidpants have to profile themselves as entrepreneurs. 
It ^n moves into 9 days wortdng on an Individual project, to be 
foitowed by over 250 hours of management training. The man- 
agement ^sslon indudes 50 hours of individual follow-up coun- 
selling advice. Participants are acquainted with legal obligaticns. 
And following the successful development of the business, they 
can join a club of new business creators. 

750 programmes are run every year. Approximately 70% of those 
on the programme start a business, 8% find empioyment and 22% 
continue as they were before. 

Contact: National Agency for Employment (ANPE) 
lie de France Quest 
130 Rue du 8 Mai 1945 
92021 Nanterre Cedex 
France 
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Germany 



start-up prograinines of the Chambers 

All young entrepreneurs can ctmsuit ttie Chambers of Commerce 
and the Chambers of Craft on matters relating to business start- 
ups and micro-businesses. There, they receive free advice from 
expert. 

The Chambers offer general seminars as well as individual start- 
up consultr4.ions. Both aim at satisfying the following needs; to 
identify resources needed, indudlr^ location, |;»emises, and 
financing: to know me ntechanics of starting a business; to know 
how to meet statutory requirements indudir^ tax; to know who 
can help and howto approach them; to ktentify suppliers and build 
relations; to know how to introdu(» basic management systems; 
and to develop a general business plan. For specific consulting 
tasks relating to start-ups, the Chambers refer the starters to 
profe^lonal consultants and grant financial subsidies - as a 
rule 60%. 

The start-up seminars in most of the Chambers are held twice a 
year, often in the form of four full-day events or alternatively, eight 
evening events. SLd}jects in one popular programme comprise: 
requirements which enterprise and enpioyees have to fulfil, craft 
enterprises and their market, tntsmai o^anlsation, enterprise 
planning, as^rtainnnent of capital requirenrents. cost accounting, 
legal aspects of s^-ups, and reductk>n of personal risk. Emphasis 
is placed on practical applications. 

The materials used in the seminars are not standardised but 
detemiined in each individual case by the organising Chamber 
and by the instructor. A positive example is Included in a hand- 
book on bt^in^ start-ups, which was compiled by scientists of 
the Qemnan craft institute in Karisnihe. and which is used for start- 
up seminars by at least three Chamt>ers. The handbook is 
hamted out to all participants and contains all sut^jects discussed 
In the seminar as well as many useful checklists for business 
starters. 

The Individual Chambers are responsible for the engagement of 
instructors and their personal and professional qualifications. The 
instructors are experts from the business worM, or spedatists from 
central organisations of the Chambers or professional associa- 
tions. As a rule, they have to meet the following minimum 
requirements: to be able to produce own programmes or to 
effectively use existing materials, to deliver enterprise skills 
training, to train in an enterprising fashion and to time and locate 
programmes effectively. 

QuidBNo 2 Annex2-4- 



The ssfninars usually take place at the ChambGrs, which also offer 
folkhv-up cor^ttations as well as seminars dealing with young 
micro-business^ and their spedai prot}iems, Including those 
cSraded at keeping them aUve, and those aiming at cost accounting, 
management of innovations, and other special fields of 
management 

The courses are announced in the ChanfU>ers' news-letters, as well 
as in local new^>aper5. The success of single programmes is 
judged tv the number of participants, their reaction, the percentage 
of participants who actually do start up a business, and by the 
subsequent insolvency rate of these young enterprises. 

The programme Is partialty funded by fe^ from participants 
(averse fee of about 200 DM), but also by subsidies from the 
Office for Economics and by the Chambers themselves. 

Contact: Deutscher Industrie- und Handeistag 
(German Association of Chambers) 
Dept.lX: Educational policy 
Mr Q.Woortfnann (Tel.: 0228-104430) 
Adenauerallee 148 
5300 Bonn 1. 
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Ireland 



Start Your Own Business 

The main agency invdved In pre-start-up activity is FAS - The 
Training and Enjoyment Authority. It will typically njn 30 or more 
"Start Your Own Business" programmes In a year, each for about 
20 participants and lasting around 20 weeks. These programmes 
are run lx)th by FAS Itself, but also by private firms under sub- 
contract 

Anyone with a reasonable tHislness klea wlli usually be able to get 
a place on one of these programmes and will be subjected to a 
falriy Intensive period of 6 to 1 0 weeks classroom training cover- 
ing basic business techniques and disciplines, followed by a 
further period working largely on their own with counselling back- 
up. During this latter period they are e^qjected to carry out basic 
market research and prepare a feasibility stu(^ followed by a 
busing plan. 

ConsWer^e support is available to help the partlc^ants obtain 
modest funding and advice of a technical nature, as well as 
guidance in areas such as packaging, promotion and staffing. 
Increasingly, these programmes are targeted at specific groups 
or sectors Including: agri-business; food; manufacturing; women. 
They have enjoyed a su<xsss rate of around 75% or better, in 
resulting In self-en^loyment or the establishment of small firms 
within four months of the end of the programmes. 

Contact: The Training and Employment Authority (FASI) 
27 Upper Baggot Street 
Dublin 

Tel. 68 57 77 
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Italy 



Entrepreneurial Education 

iSFOU the Italian Institute for Manpower Training, and agency of 
the Ministry of Labour developed, In 1986, Its first experiment of 
entrepreneurial education In Italian schools. The programme. 
Known as Impara a intraprendera, was launched during a national 
conference In R«»ne In September 1 987. The course, based on the 
successful UK 'Education for Enterpriso' programme, is aimed at 
students in the fIfOi year (17-18 years old) in technical institutes In 
various parts of the country. Approximately 20O students and 50 
teachers are involved in a first phase. 

The programme aims to , icourage Interest In. understanding of. 
Ins^jht Into, and motivation towards self-employment It aims to 
change the system of values, specifically in the south of Italy and 
to acquaint children with the necessary abilities to mn a business 
and how they might acquire the necessary motivation. The course 
seeks to Indicate where they might ot^n assistance and how they 
might develop Ideas. IdenWying enquiry sources, and develop a 
business plan. 

The nine pilot institutes were selected on Vne basis of giving 
preference to those regions whose Coundis have issued iavirs 
encouraging young persons entrepreneurship. Two of the institu- 
tions are located in the north, three in the middle of Italy and four 
In ttie south. 

The programme wltiiin ti^ schools consists of: 

- Oie or two days of sensitisation of all students in the fourth 
yec/ by a short presentation of the programme and Its back- 
ground with tiie help of tiie vkieos. 

-The 10 selection days aftenwarcte, by application form and 
questionnaire, of a number of students who will take tiie pro- 
gramme. This has led to 1 5 to 20 students In each pilot school. 

- A task force in each of ^e schools for entrepreneurial educa- 
tion, dellverirHJ a programme consisting of four parts totaling 
40 to 60 hours yearly. 

The yearly cost of the course is estimated at $ 30,000. Foilovying 
an enthusiastic response to the programme, the Ministry of edu- 
cation is now preparing a pi<>n of progressive diffusion from 1 989. 



Contact: 
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Patricia Paj^ota 

Isfoi (Institute Per la Formazlone Professionale del 
Lavoratori) 

Via Bartolomeo Eustachio 8 
00161 Rome 

Telephone No. (6) 84.13.51 
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Netherlands 



Orientation Course - Own Companies 

The aim of the cmirse ^ to give the participants a clear idea about 
key c£^at}illties In running a business. The course is directed only 
at women wanting to rs-enter the labour market. Most participants 
are k^tween 25 and 45 years okJ. The group of participants is very 
heterogenous: there are many differences in educational level 
and In social bad(ground. 

The Women-and'Workshops a^oss tfie country organize the 
course in different ways according to specific wishes of the 
partic^nts. However, tfie national point of support the Ministry of 
Social Affairs and Employment, subskles tiie initiative. 

The course should cmtain about 7 half-days spread over a few 
months. Half-<teys are used because women often have to take 
care of chiMren or have part-time jobs. The course should be 
short and ^noete. The women in the course are trained to 
develop and practice the skills in which they are judgeo to be 
particularfy efficient. Furthemiore, women often want to establish 
feminine brandies of IrKiustry with limited economic possibilities, 
especially In rstaiiing and personal services. The women are 
therefore forced to explore ttie economic prospects of their 
potential enterprise. 

The trainers in the course are also women, because women 
understand the problems of other women better. Most teachers 
are working as professional advisors. The national point of support 
h^ developed a training program for the teachers to improve their 
knowlet^e about problems of small and medium-sized business 
and about teaching. 

There are no costs for participants. The marketing for the course 
is done by advertising in newspapers, on local television and by 
distributing leaflets. The location of the course is nonnally the 
Women-and-Workshop Itself. After the course there is no real 
follow-up. Some of the Women-and-Workshops have starters- 
courses themselves; In other cases women are referred to other 
courses for starters. 

Contact: Women-and-Workshops 
National i>o\nt of support 
Koningslaan 1 1 Utrecht 
Tel: 030-522030 



Notes 
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Portugal 



integrated Training of Young Entrepreneurs and 
Innovative Cadres 

Especially directed towards young graduates and finalists, this 
programme reoutts fts participants among the candidates by 
means of interviews and psyciio-tests. Spedai attention is given 
to their motivation to start a new enterprise. The course is aimed 
at giving the participants training in modem management and the 
possibility to acquire motivation towards self-employment, to 
dtecuss and develop entrepieneurl^ competencies and to become 
aware of those who can help them if they decide to come into 
business. 

The programme consists basically of a course with 770 hours, run 
during 7 months In full-time (6 hours/day), beginning in April and 
finishing in the end of the year with an interruption for holidays. It 
includes heretical and practical approa^es. It focuses on 
management techniques, infomiaUon on the public and private 
economic environn^t and the elaboration of a project to sta^t a 
new company. This indiKJes demonstration of new technologies 
and guided tours to existing emerprises. 

Material Wka management manuals, business games, audiovis- 
ual, infomiatics in general and computer-aided training are used 
during the course. Lecturers nu^ have management and pedagogic 

experience and a good l^owledge of new technologies. The 
course is delivered in Usbon and, after its conclusion, participants 
receive help during the next 6 months to elaborate their own start- 
up projects or to find a new job. The press is used to msakeX the 
course, but most the important way of attracting participants is by 
means of (^ntacte with Universities, especially through contacts 
with Student Associations and some teachers. 

In 1987. the course had 20 participants and durinr 1988 this 
number was 15. Up to now. no new enterprises have been 
created but some meetings will be held to try to revive the Idea of 
starting-up a business. Most of the participants are employed 
because since they showed agood business preparatiGn. Funding 
is ensured by the Portugese Government, and by the European 
Social Fund. 

Contact: AlP/COPRAI 

Praca das industrias 
1399 Lisboa Codex 
Tel.:64 41 61 
64 53 41 
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Spain 



Basic Company Management 

Tiiis programma is ain by the Spanish Confecidratitm of Business 
and the Spanish Confederation of Sniail and Medium Enterprises. 
The aim is to provkte a tjasic qualification for candidates to be 
ownerwiianaoeie. it gives priority partidpalion to soris arid daughteis 
of entnspreneurs vvith the obiactive d piovicBng a basic fam^^ 
and easing the process of learning and man^^ement succession. 
This programme is recognised as providing a practical base for ail 
who wish to become professionals in the world of business. 

The programme is run over two years and consists of over 200 
hours of tuition on a part time basis. The eariy results from the 
programnro have been exciting. From the first group completing 
tfie two year programme, there has aire^ emeiged new compa- 
nies. The programme costs approximately $1 400 a year. With the 
success of 0ie programme, it is toeing extended to other areas of 
the country. 

Contact: Departamento de Formadon de la CEOE 
C/Atcantara, 20 
28006 - Madrid 
Telephone No. 431.22 ^3/33 
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United kingdom 



Mlnl-Enterpris0 in Schools 

The Mini-Enterprise in Sch(K>ls project was established in Sep- 
tember 1985 by the Department of Trade and industry In an 
attempt to disseminate and develop ojrrent practice in the grow- 
ing field of enterprise in ^cation. The project targets its activities 
at the teachers of diildren in the age range of 9-18 years. The 
prin^>ai aims of MESP are: 

-to encourage and suf^rt the development of enterprise 
education in schools 

- to develop the concept of entenxise education and to promote 
its Indi^ion in the d^ign and delivery of the curriculum 

- to facilitate collaboration between schools, industry and other 
projects worMng in the field of nnterprise education 

MESP is implemented through a flexible range of training services 
which include workshops and conferences tailored to local needs 
and demand. Each school receives a comprehensive t>rochure 
sponsored by the National Westminster Bank. This describes the 
project, sites examf^es of suc^ssful ventures and lists the 
names of regional contacts. Teacher training programmes on the 
applicatton of enterprise education to various aspects of the 
cunlculum indude 'Education for Enterprise' (manual and mate- 
rial on enterprise cunlculum management). 

MESP functions as & network, based on existing experience and 
expertise of agencies working in ^ fieki. Principal amongst this 
network are the University of Wanivick's Centre for Education and 
Industry. Durham University Business School and the Welsh 
Development Agency, all of whldi have develops programmes 
designed to promote enterprise education in the young. Since 
September 1 985, over 80% of all target institutions (secondary and 
middle schools in the UK) have developed and run some form of 
mini-enterprise activity. MESP has worked witti 100 local Education 
Authorities in England and Wales, and introduced some 7000 
teachers to enterprise education through over 200 courses and 
workshops. 

Contact: Kevin Crompton 

Mini-Enterprise into Schools Project 

Education Industry Unit 

institute of Education 

University of Wanvick 

Westwood 

Coventry 

CV4 7AL 

Tel. 0203 523951 
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This Guide is one of a series aimed at covering various aspects 
of trainer and organiser competency for support of smati business 
initiation and development. Ttie series includes: 



- A Guide to the general competence required of Trainers and 
Organisers of small business programmes. 

- A Guide to Trainer competency for stimulating Pre-start-ups. 
• A Guide to Trainer competency for stimulating Start-ups. 

- A Guide to Trainer competency for assisting small businesses 
(having under 50 employees). 

- A Guide to Trainer competency for assisting small businesses 
to cope with the Single European Market of 1992. 

A short introductory Booklet is available, setting out the overall 
(^jectives of the Guides and how they might be used, in addition, 
a brief bibliography of Enterprise training material available in 
various community countries is provided. 
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Preface 



SMEs are a very Important clement of the European economic 
and social area which is in the course of construction, ai^ would 
be tietter equipped to perform their role if tfiey were to demonstrate 
t>oth solidity and flextoility. In order to do so. they must t>e 
managed in the best possible manner. The improvement of the 
qualifications of owners and managers of these enterprises is thus, 
a major challenge. The Member Stat^ (^nnot ignore this fact, and 
the Community Action Programme in favour of SMEs taltes this 
into account In its general orientation. 

The improvement of the operational abilities of small and medium 
enterprises In the Community, allowing them to seize the oppor- 
tunities available as a consequence of the Single Market, is the 
objective assigned to the Commission of the European Communi- 
ties. 

Re(»nt initiatives for the "Preparation of small and medium enter- 
prises tor the Europe of 1992" (1) are evidence of the crucial role 
of the training of owners and managers as seen from this perspec- 
tive. 

The overall objective of this series of Guides is to help improve the 
supply of training for small businesses in the EEC. We recognise 
that presently, this supply fails somev. .at short of needs and 
perhaps even fails to meet effective demand. The challenge to the 
supply side therefore, is to convert needs Into demands and to 
meet these effectively and efficiently. This is critlcai if SME's are to 
be encouraged and supported to lake full advantage of the Single 
European Martlet by 1992. 

We recognise that throughout ttie community there is already an 
extensive supply offer and there are numerous manuals and 
guides for those wishing to start small businesses or develop 
them. We aiso recognise that the term small business embraces 
many millions of companies of different types, with very different 
learning needs. We have not therefore attempted to produce yet 
another manual for we do not believe that this would contribute to 
closing the gap. 

These Guides a* e based upon the belief that the key to closing the 
gap is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should ha^'e all the entrepreneurial sl<ilis requi- 
red to reach the owner-manager and his staff with their services. 
And they should be able to practise all they preach in terms of en- 
suring that the training product is carefully geared to the needs of 
specific groups of consumers. 

1) Preparation of smaO and medium -sized Bnterprtses for the Europe of 1992 
'Expanmental training sdiemes ' SEC (88) 1860 
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We hope the trainers and organisers wiii use the Guides for self 
and peer assessment and development, and indeed, that this 
manual may emerge as a basis for a training programme for the 
development of the competencies of trainers and organisers of 
small business throughout tfie Community. 

This guide, coming at this opportune moment, will serve to 
o>mplement the efforts of DG 23. It will no doubt be a valuable 
instrument for ail those whose purpose Is to make our European 
enterprises more aware of the importance of the quality of their 
human rssiHjroes as a means of achieving gmalm oonnpetitivertess. 

Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugene Muller 

Member of ^e Management Board of CEDEFOP 
Luxembourg 

Corrado Poiiti 

Deputy Director of CEDEFOP 
Berlin 
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The overall objectives 

The overall target group is deFined as: 

Those who have a firm Mea whl^ mms reasonably valid, 
and In relation to the Idra have suffident potential Ability, 
Motivation and Resources to convert the Idea Intoabuslness, 
given adequate training. 

Each indivkiuai or group of individuais seeking start-up training 
will have a different mix of capability In terms of the four liey 
success factors of Mea, Ability, Motivation and Resources identi- 
fied below. Some will have a better business Idea than others. 
Some will have superior aUlities to make, do and sell the product 
or service. Some will have more motivation and commitment. And 
some will have greater physical and financial resources avaii£^le 
than others. But this capability can chsuige over time. An kiea can 
be in^>roved as can ability. Motivation and commitment can be 
developed. And physic and financial resources can be added 
to. Trainers and organisers must, therefore, assess the existing 
level of capability and focus their programme efforts on desired 
changes and Improvements. But they shouW also be assessing 
the potential for improvement. 

The key to effective programme design lies in understanding the 
process of business start-up. All start-up participants In training 
courses have as their ultimate najor concern, the establishment 
of a viable business. Assisting tills process in ttie most effective 
and efficient manner will, tiierefore, t>e tiie major ot>jective of all 
start-up programmes. Key sub-objectives wiii He: 

-To raise the managerial, technical and personal ability of 
participants. 

- To raise tfie level of motivation and commitment. 

- To help them develop the raw idea into a viable business Idea 
and into business. 

- To assist participants in acquiring the appropriate financial and 
physical resources for business success. 

The key issues ttial need to be addressed to meet tiiese four sub- 
objectives and the overall goal of successful business establish- 
ment are identified in Exhibit 3.1. 
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EXHIBIT 3.1 

Key Components In the Successful Development of a 
New Small Business 



Motivation ind detsrmlnition 

Of the individual/aroup, etc. 
Reflected in support of family, 
partners, and track record in al- 
ready trying to achieve start- 
ups. Reflected atso in the obiec- 
tives of the persons 




Idaasandmaifcet 

Reflected in the viabiiity of the 
id^. Whether it can t)e demon- 
str^ed th^ I woite. What needs 
it meets. How it is better than 
others. Who are tt^ customers 
^ how many of them are there. 
And what is the competition. 



BatletucceM 
components 





Resource 

Physical resources available and II 
needed. (Premises, plant, 
materials, labour). Financial 
resources avaiabis and needed. 



Ability 

Of the person, the family and 
others involved. Previous track 
record (employment and asso- 
ciated knowledge and skill) and 
relevance to business. Techni- 
cal and managerial ability. 
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The overall trainer competency 
requirements 

In addition to the Basic Competencies identified in Quida 2. a 
number of additional competencies are required of trainers. The 
maior overait objective of creating a viable business focusses 
attention upon dearly Identifying needs associated with the 
procBSS of business initiation, and building flexible learning re- 
£»ponse3 as in EXHIBIT 3.2. 

EXHIBIT 3.2 

Framework for Trainer Compotency Development for 
Stimulating Sta.l-ups 



Ability to select 
4ncl recruit 
aocordingto 
needs 



Ability to develop 
motivation amJ 
committment 



Ability to identify 

tasks and 
learning needs 
for Start-up. 



Ability to segment 
the marttet for 
start-i4> training 



Ability to linit 
start-ups with 
relevant external 
agerKies 




Ability to design 
programmes of 
different 
durations 
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Overall trainer competency check for 
developing start-up programmes 





High Low 
12 3 4 


1. Ability to select and recfuH^sc^ng 
toneedr 


□ □ □ □ 


2. Ability to identify tasks and learning needs 
forstait-up 


□ □ □ □ 


3. Ability to develop motivation and 
committmenl 


□ □ □ □ 


4. Abiltty to segment the market for start-up 
training 


□ □ □ □ 


5. Ability to link start-ups with relevant external 
agencies 


□ □ □ □ 


6. Abitty to design programmes of different 
duratiore 


□ □ □ □ 
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1 . Ability to seiect and recruit 
according to needs 

it can be argued that many propie could start a small business. 
What \6 important is that their idea stands a chance of being 
successful on the market and, even more knpor^tiy, that their 
p(^ential ability, motivation and commitment matches the idea. 
People with very limited Cities may not be able to cope with very 
sophisticated tHislness Ideas. People with only modest commit- 
ment may not be able to face up to the difficulty of getting a more 
ccm^ex idea into the market and sustaining it tiiere. Moreover, 
not everyone will be capable of raising the necessary level of 
resource for an Uea which, because d its nature, demands 
substantial investment in physical and financial assets. 

Prospective participants in start-up training (x>urse8 may, at tiie 
time they apply for the course, be at very different stages of tiie 
start-i^ process. These stages are broadly outilned in Exhibit 3.3. 
This shows the progression tiirough from a raw kiea for a 
business to ultimate survival. Prospective participants in a pro- 
gramme may therefore come fonvard at any stage of ttie process. 
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EXHIBHT 3.3 

Stages of Starting a Business 



Stafi9 1 Acqulrt motivation 
and raw idaa 



Find the stimulus and rommltment 
to pursue the objective ^ settkiQ up 
a busines (forthe indMdUal, reiated 
group, community and faiT%). 
Find an idea on which it seems 
rsascKiable to spend tir le evalua- 
ting ftjfther, or an ailemailve means 
of g^ing into business (francfiise 
ycence. buybig a busirmss. etc) 



Stage 2 Validate the Idea 



Test the product/sen^e (techni- 
cally anS with the oj^omer). 
Test the market 



Stage 3 Set ae^ of opera- 
tion and i^ntlfytha 
reaourcea needed 



identify: the detailed resources 
required, the timing, the quaTity of 
supple, materials, sources of 
^s^temce. the customers and scale 
of bi^ess 



^age 4 Negotiate to get Into 
bualnaaa 



Develop and apply the plan. 
Negotiate for finance, premises, 
contracts, sub-contracts, etc. 
Negotiate ass^ance 



Stage 5 Birth 



Develop the initial systems to set a 
business in operation. 
Cope wtth ail the statutory 
rec^^ements. 
Build relationships with 
prof^sionals who can help. 
Establ^ clear ties with oistomers 
and suppliers (and the worlt force). 



Stage 6 Survival 



Consolidate business systems 
Establish financial omtrol 
Develop market 
Develop marketing 
Manage and lead labour 
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The 'survival' period foilQwing birth is regarded as part of the start- 
up process, for it is clear from Vne research evidence that most 
business start-ups. once established, struggle for the first years 
of their life. Ir^eed. until a business meets two conditions: 

- makes a reasonat^e living for the owner-manager(s) 
and 

- makes a profit or surplus 

then it cannot be said to be fully 'bom'. It will commc^ily take two 
or three years, or even tonger. to get to a stage of real "birth'. 

The needs of participants on a programme will vary, dependent 
upon what stage of the process they have reached. One common 
problem will be that partdpants perception of the stage they have 
reached may differ from reality. Frequently participants in start-up 
courses, when asked about tfie ma]or barrier to their success, will 
indicate that it is shorts^ of ffnan(». The reality is that many of 
them will m have properly valkiated kjeas. wiH not have ktentified 
sufficient customers to buy the product or service, will not have 
thought out the scale which they shouki launch the busi- 
ness, will not have k^entified clearly the resources they need to 
cerate at that scale and the varitxis costs, such as standards 
and budgets, will not be in a good petition to negotiate for 
resources or, indeed, with ojstomers and will not have a business 
plan for presentation to financial institutions. 

Moreover, there may be deficiencies in personal skill and know- 
ledge in general which, no matter how good their klea, prevents 
them from raising the necessary cash. All these ^ings they may 
fail to recognise. It is an important aim of the programme therefore, 
to help them understand the stage of development they have 
reached and how to move successfully to ttie next stage by 
anticipating the obvicHJS problems. For it is evWent that if start-up 
training is to have an impact, in terms of increasing survival rates 
and the potential future growth of start-ups, then It must enable 
partteipants to anticipate all tiie major ^oblems in the process of 
getting into business. This will not only smooth the transition path 
into business t>ut wiU also increase chances of survival. 

Assessing the commitment and motivation (as 0|:^osed to the 
ability) of participants is difficult One measure of commitment 
used by bank managers is the amount of money that an individual 
or group is prepared to invest In the business. Other signs of 
commitment may include: the amount of time ttiat would b© 
participants have already spent on nurturing and developing Uie 
idea; the amount of thought that has already been given to the 
project and the number of investigations that have already taken 
place; evidence of the involvement and commitment of wives, 
husbands and friends and partners; and indications of what the 
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woutd-be partidpant is prepared to sacrifice In order to start a 
business. For example, is he or she giving up an existing job with 
a comfortable salary and pension? 

Motivation is usually ttie product of a variety <rf push and pull 
factors. Push factors Include: loss of job; threat of loss of job; loss 
of position or status in exls^ em^Moyment; changes In existing 
employment position not to the liking of ttie client; failure to obtain 
prwnotion or re\(vard; and personal familial circumstance. 'Pull' 
factors include: flmfing an attractive Idea; identifying needs during 
existing work practice which <XHjld make a possible market for a 
product or sen/lw; and strong motivation to Independence and 
freedom, derived from role models with support from parents, 
family and friends. 



Start-up training competency check 1 
Ability to Select and Recruit According to Needs 





High Low 
12 3 4 


AbiBty to understand the stages of the business 
statt-up process 


□ □ □ □ 


Ability to assess the stage the participant has 
reached 


□ □ □ n 


Ability to kientify how valid the client ktea is 


□ □ □ □ 


Ability to assess potential participanis' manage- 
rial pjnA personal capabifity 


□ □ □ □ 


Ability to assess commitmont and motivatkm of 
participants 


□ □ □ □ 


Ability to assess physical and financial capa- 
bility of participants 


□ □ □ □ 
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2. Ability to identify tasks and asso- 
ciated learning needs for start-ups 

Learning needs are derived from the tasks that nfiust be under- 
taken to move from one stage to another. Exhibit 3.4 sets out \he 
key tasks Involved in moving from a raw idea to a valid Idea, from 
a vaikl kiea to the scale of business required and so on. 

EXHIBIT 3.4 

Personal Developmont: Stage and Tasks 



KeyTMkt 



Stage 1. 



From Idta and 
motivation 
acquisnion to 
raw Idea 



To find an idea 

To (^nerate an klea 

To expiore perscKial capability and 

mot^ation tor self -employment 



Stage 2. 



From raw idea 
to valid kiea 



• Clarify idea 

- Clarify what needs it meets 
-MakeH 

• See it worfcs 

- See it m^s in q^erating additions 

- Ensure ability to do it or make it to 
satisfactory quality 

- Bqsioie customer aoosptak)iIjty - enough 
custon^ at the price? 

-Exptore legality 

- Ensure ^Itty to get into business (no 
insumiount^le baniere to entry) 

- I<tenlify and learn from con^titton 



Stage 3. From vaiki ktea - idemity market as number, location, 



to scale of 
operation and 
rasource 
identification 



type of customers 

Clarify how will reach the market (pro- 
mottonai) 

Identify minimum desirable scale to 
'make a living' 

ktontify physical resource requiremonts 
at that scale 

Estimate additional physical resource 
requirements 

Estimate financial requirements 
identify any xk^ional finarx:ial require- 
ments needed 
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stage 4. 



From'seala' 
tobuslneM 
plan and 
nagotlation 



- Devdop business plan and proposal 

• Negotiate with customers, labour, and 
r^gotiation suppliers of materials, 
premies, capital suppliers, land etc. 
to ensure orders and physical supply 
capabiltty 

• Negotiate with banks, financiers for 
resources 



Stages. 



From 

negotiation 
to birth 



Con^e aS legal rac^irenients to birth 
for business incorporation 
Meet an statutory requirements 
• Set up basic business systems 



Stage 6. 



From birth to 
iurvival 



Consolidate bisin^ systems for 
^rvivai proce^ing 
■ Entire adequate financial control 
(debtors, creditors, bank etc) 
-Devek>p market, attract and retain 
customers 

- Me^ ail legal obUgatkMis 

- Monitor and antk^ipate change 
-Maintain good relations with banks. 

customers, suii^iers and ail 
environment contracts 

- Provkie effective leadership and 
devetopment tor staff 



Thus, in validating a raw kJea, a participant must first be encour- 
aged to think out precisely what the kjea is. For example, it is 
insufficient for a par^pant to say that he or she will open a 
•sandwich bar*. It will be necessary to establish in more detail 
items such as: what kind of sandwiches will be made; what level 
of refinement of preparation; what other products, if any, will be 
«toM; what range (^drinks will be sold: whether the bar will be take- 
ciway or offer se^ng accommodation; where it will be located and 
accessed, and so on. It will then be essential to clarify the needs 
that are to be met by the product or sen/ice and therefore the 
benefits to the customer. All products must meet needs and 
shouki kieaiiy be meeting existing needs tetter than the compe- 
tition, and/or provkiing the means of meeting additional needs to 
those already met by the competition, and/or meeting hitherto 
unmet needs. For example, the sandwich bar may provide a 
delivery service to offices for lunch-time management meetings. 
It may concentrate only on 'healtii food'-type sandwiches or find 
other market 'niches'. There will be a need to establish evidence 
of consumer acceptability of the klea by testing it. particularly 
where it is innovative. There viiW be a need to identify whether 
there are sufficient customers and whether the market can indeed 
be entered witiiout too much difficulty. There will need to be some 
initial evidence of the size of the market to sustain a business on 
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the necessary scale. And in the case of innovative ideas, there will 
be the need to protect by patenting and other means. 

Participants will need to ieam how to perfomi these tasks. And at 
each of the stages of the start-up process there will be a set of 
learning needs related to the tasks to be undertaken. These are 
set (Hit in Exhibit 3.5. 



EXHIBIT 3.5 



Personal Devalcpmant: Stage and Learning Needs 




Key Learning and Envelopment Needs 


Sagel. 


From Idea and 
motivation 
acquisition 
to mv Meat 


-The iMocess of kiea generation and 
evaiua!i(»i 

- Knowledge of sources of ideas 

- Understanding of the ways in which 
exiting personal skSs/knowiedge might 
be used \n self-en^^nerrt 

- Understanc^ng of what self-empk)y- 
rmnt means 

• Personal insight into self-employment 

- Positive role imeoe/expbratnn^eed- 
bad( 

- Self-evaluation 


Stage 2. 


From raw Idea to 
valid Idea 


- What constitutes valid idea 

• Understanding tfw process of making/ 
doing it 

- Technical skill to make/do it 

• Customs needs analysis 

- Cu^omer kientificatk>n 

- Who else does it/makes it 

- loea protection 

- Pricir^ arKi rough «>sting 

- Ways of getting into a market 

- Quality standards 

- Competition analysis 


Stage 3. 


From valid Idea 
to scale of 

operetion and 

resource 

Identification 


- Market rese:; 'ch 

- Marketing mix (promotk>n etc, ways of 
reaching the customer) 

-PiTcing 

•Productbn forecasting and process 
p'.cinning to set standards for utilisa- 
tion, efficiency etc 

- Distritxjtion systems 

- Materials estimating and wastage 
-Estimatir^ labour, material, capital 

requirements 

- Profit/k>ss and cash flow forecasting 
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• Business pan developn^ 

• Negotiation and presentation skills 

• Knowledge of suppfiers of land etc 

- Corttracts and forms of agreement 

- Knowledge of different ways of paying 

- Understanding of baiters and other 
sources of finanra 

• Understand fomis of assistance avail- 
able 



- Business fricorporation 

• StaUAory obligations (tax, legal) 

• Business production, marketing, finan- 
dal systems and control 

• What advisers can do 

• Understand tK>w to manage people (if 
have labour force) 



^ago6. From birth -Management oxitrol systems for 
to eurvlvil survh/al 

-Cash planning 
• Debtor/creditor control 
-Marketing 
•Selling skills 

- Environmental scanning and market 
research 

-Leadership skills 

- Delegatton. time pta ning 



Stage 4. From 'scale' 
tobusinese 
plan and 
negotiation 



Stage 5. From 

negotiation 
to With 
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start-up trainer competency check 2 

Ability to Ictentlfy Tasks and Associated Learning Needs 
for Start-Ups 





High Uk* 
12 3 4 


UrKtefstanding of the stages of start up busi- 
ness dwelopinefiS 


□ □ □ □ 


UIKlOrBlanQliiQ OT iKaV iO ValHlal9 a DUoli^w 

idea 


I"' 1 1 1 1 1 1 1 

□ □ □ □ 


Undefstandingof how to identify the necessary 
SCcue Of DUSinoss ano inereKJiB inv resourctjs 
needed 


n n n n 
1^ 1 II II — 1 


Understanding of the process of iMfiiness plan- 
ning and of tfie necessary negotiation, and 
seU^ and presOTtation sIdUs that go with it 


□ □ □ □ 


Understanding of the needs for survival that 
arise bi smaU bi^inesses in the first two or three 
years 


□ □ □ □ 


AtjiHty at a group and individual level to identify 
associated learning needs in respect of the 
above stages 


□ □ □ □ 
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3. Ability to develop motivation and 
commitment 

K^di attention is paid in many start-up programmes, particularly 
in Third World countrl^, to the issue of raising the motivation and 
commitment of those embarking on a new business venture. 
Based on the work or Atkinson and McClelland*, a number of 
Adiievement Motivation Programmes have been developed. 
And their work has also been used in the selection and recruit- 
ment of entrepreneurs. 

There are two methods open to the trainer in developing motiva- 
tion and comntitrrwnt. The first is to set up a s^sarate adiieve- 
ment motivation programme for participants. Such programmes 
involve the use of thematic appercepton tests and the analysis of 
these tests by im£vlduals with Uitor and group support, the use of 
multi choice personal assessment scales and the playing of 
games, designed to test and develop behaviour such as risk 
taking. To this may be added a variety of other interpersonal skill 
exerc^ on creadvity, analy^ skills, negotiation, selling tech- 
nk^ues and presentation. There are few examples of this kind of 
programme in Europe. 

The second method open to the trainer in building motivation and 
commitment is to use a style of training which allows maximum 
foojs for each partic^t on the development of their own klea 
and the busing plan. Su^ a strategy Involves maximising 
ownership of learning by the participants, with heavy emphasis 
upon tutor, peer and group counselling, so that each component 
of the programme is reflected in the development of the partici- 
pants' ideas. In this way, the motivation and commitment of 
partidpants will grow in the way that occurs naturally in the owner- 
managed business, as the business itself becomes virtually 
inseparable from the ego. 

Of the two approaches, the independent achievement motivation 
training programme is probably most useful where participants do 
not have a basic idea upon which to work. The two are not, 
however, exclusive. 



'D.C.Mc Qelland The Achieving Society" 
The Free Press, New York (1961) 
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start-up trainer competency check 3 
Ability to Develop Motivation and Commitment 





High Low 
12 3 4 


Clear imder^anding of tfis orocGss of business 
idea development througfi to business proposi- 
tion 


□ □ □ □ 


AbiQty to counsel sn6 build nxitivation and 
conviAni^ tfvough indi^dual raun^Ong 


□ □ □ □ 


AbUMy to enooirage pe^ group interactive 
coui^ffing stoiations. desij^red to enoxirage 

favfivirfLial CMffifirshin oi ida^ and thfifsftMis 

commitfnent 


□ □ □ □ 


Understanding of basic achievement motiva- 
tion tracing, tests and i^tproach^, and ability 
to apply them 


□ □ □ □ 


Ability to undertake inteipersonal skills training 


□ □ □ □ 
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4. Ability to segment the market for 
start-up training 

It is evident that there are a number of different ways of segment- 
ing the market for small business start-up training as follows: 

- By age of participant 

- By sector - manufacturing, sen/lce, retail, profession or craft 

- By scale and potential of business - self emrrioyment or growth 

- By market area - tocal, regional and/or national 

• By innovation and techndogy - low or high 

• By Vacation and management capability of the proposed 
startef(s) 

- By sex - with ^>eciai programmes, for example for women 

- By minority grou^ 

- By employment status 



Age 

Start-up programmes for youth, for example, may have to deal 
with in particular: lack of work experience; lack of management 
experience; lack of exposure to ojstomers and market contacts, 
and therefore to ktoas; lack of resource, partkHJiarly financial; lack 
of collateral and lack of credibility with bank managers and others 
who have control over resources. Programmes will have to be 
particularly geared to these social neecte. 

There are also particular problems for those who retire early or are 
made redundant in okler age. These may possibly include: lack of 
confidence; lack of experience in situations of independence - 
many workers have h£ul employment status for very many years; 
lack of relevant contacts in the environment as a result of having 
worked in a large firm; and financial problems to do with pensions 
and other insurance issues tiiat become more important in older 
age. 

Type of business 

There are distinctly different problems in establishing businesses 
in the retail, service and craft sectors than in manufacturing. 
There are, therefore, opportunities for 'sector programmes' and 
even 'sub-sector* courses, for exampie in the hotel and catering 
business, opening restaurants and franchise operations. In these 
kinds of programmes the materials and the contacts can be 
sector-specific, to the benefit of the participants. 

Scale 

The problems associated with entering a business vary with the 
scale of the project. Those seeking to establish themselves in 
simple self-employment occupations have very different problems 
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from those involved in estaislishing a manufacturing business with 
considerable levels of investment. The latter will need greater 
preparation and plannir^j than the f (xmer arxi tfiere will ne^ to be 
a greater level of sophistication in the business plan. Different 
:evels <^ ability will be required in terms of negotiation, presentation 
and management skills in order to survive, it is also Nkeiy that 
more substantial external funding will be required and that greater 
in-d^th research into resources and markets will be needed. 
There may also be a need to lead, motivate and manage employ- 
ees, it is likely, therefore, that the intensity and duration of 
programmes will need to vary with the scale of business. 

i;j!arket 

Firms dealing with local markets have very different problems 
from those operating at a ragk>nal, national and international 
level. The nature of these problems are particularly aoite in the 
start-up process. It usually, but not always, tiie case tiiat start- 
ups aiming at national and international markets have greater 
ootentiai for rapkl growtti. face many more uncertainties, or 
require greater resources and greater managerial ability and 
commitment Markbong needs in particular, are likely to be very 
different At the local level, marketing can be effectively done on 
a personal contect basis. At a national and international level a 
host of otiier marinating issues will emerge, induding additional 
demands on \hQ financing of the business, particulariy working 
capital and upon administration. Programmes must tiierefore be 
designed to cater partiojiariy for these needs. 

Innovation/Technology 

It is easier to set up in a business for which tiiere is already a 
model, than for a business which is highly innovative either in 
product or process. Simple sen/ice-based businesses which 
merely seek to replicate otiiers, periiaps witii a iittie addition, are 
easier to manag than businesses aiming at provkiing a product or 
service which is innovative and/or using a process which involves 
new tedinok)gy. In tiie case of innovative prockjcts, tiiere wilt 
need to be much greater emphasis placed upon identifying 
needs, ensuring product quality and tfie proper working of proto- 
types, acceptability to customers on a wide scale and upon iden- 
tifying ways of getting into tiie maritet. Issues of patenting and 
protection may also arise. In the case of new process technology, 
the timescaie may be considerable in developing and testing the 
process and achieving necessary output and quality standards. 

Education and Management Experience 

Managers with a conskferaljie amount of managerial experience 
will have very different learning needs from tiiose who have 
previously wori<ed only in a supervisory or employee capacity. 
The former are likely to have higher levels of initial education, are 
more likely to have attended man^ment courses and development 
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programmes. They will be generally better equipped for manage- 
ment of business, although very rarely for entrepreneurship. The 
nature of the training need of the more sophisticated mana^r is 
different from that of ^ose with less education and little manage- 
ment training. For the more sophis^ted formeriaFge-company 
manager the need will be to ensure that his/her previous learning 
experieiice is mo(£fied to the appropriate level in the start-up 
situation, so that the emergent company is not top heavy with ad- 
ministration, controls and systems. For those without such expe- 
rience, the need will be to develop basic unders&nding of the 
necessary minimum controls and systems. 

Sex 

Women, in particular, have been shown to have major distinct 
fm)folems in starting tMJslnesses including: lack of previous man- 
agement experiem^; difficulties arising from family obligations; 
problems relating to siqsport of spouse; laxM of imtependent 
capital; time constraints In identifying ^stomers and needs; 
difficulties in (baling with the environment, particulariy financial 
environment; and particular (fifficuities relating to the way in which 
women learn In predominantly male groups. Whether or not 
sp^ai programmes are run for women, these needs will have to 
be catered for in programme design. 

MInoritlet 

Minority gnxjf^ have advantages and disadvantages, which may 
be specific to their culture or place in sociefy. These include: 
difficulties in finding own capital; difficulties in mariteting and 
selling to othwr ^itural groups; difficulties in building the neces- 
sary contact networtcs in the environment to support their busi- 
ness; difficulties and advantages arising from cultural and family 
norms. The nature of these problems and opportunities will, of 
course, vary with particular groups and the cultural context within 
which tfiey (^rate. 

Emptoy.nent Stetus 

Those seeking to set up businesses while already stilt in employ- 
ment have particular f^obiems which include: finding the time to 
plan their business when woridng with existing employment 
responsibilities; ensuring that their business kieadoes not conflict 
with that of their employer; negotiating a transition from a state of 
employment to self-employment and minimising financial loss 
during this period; coping with the 'c^portunity-cost' of leaving 
employment, such as toss of pension and other social benefit 
rights; distinctive pressures that may rise in the home due to the 
S!:;icrifice of employment for self-employment involving, perhaps, 
the pledging of personal assets. These needs demand the 
devei3pment of distinctive part-time programmes and consider- 
able flexibility in programme design. 
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Unemployed persons have different problems and opportunities. They 
have more \\m for development of their tjusiness. They may. f^wever, 
be st^fering from toss ^ confidence and other personal and social 
problems as a result of their unemptoyment statis. And there may be 
specific financial and otherdifflcuiti^ associated with the in^}act that un- 
emptoyment rnight have made upon sav&K^ and household inoorne. Pro- 
grammes wUI therefore need to psjf paitlcular mtention to the devel- 
opment of personal self-oonfid«ice, and finally, means of financing that 
involve 'incrementar development. tlHJS conserving limited resources. 



Start-up trainer competency check 4 
AbllSty to Segment the Markets for Start-Ups 





High Low 
12 3 4 


Awareness of the particular problems of youth 


□ □ □ □ 


Awareness of the partk-ular problems of older 
aged persons 


□ □ □ □ 


Ability to differentiate programrms for different 
types of business 


□ □ □ □ 


Ability to differentiate programmes in respect of 
scale 


□ □ □ □ 


Abiiy to deal with dstincdve problsms of legional, 
national and international mailteting 


□ □ □ □ 


Abi^ty to deal wtth the di^nctive probtoms of 
process technology and product innovalion 


□ □ □ □ 


Abitity to cper^ programmes at different levels 
of educational capability 


□ □ □ □ 


Ability to operate programrms catering for the 
specific needs of women 


□ □ □ □ 


Abil^ to operate programmes catering tor the 
specific nee(te of ethnic mirKHlty groups 


□ □ □ □ 


Ability to differentiate the needs of those in 
emptoymem from the unemptoyed 


□ □ □ □ 
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5. Ability to link start-ups with 
relevant external agencies 

One of the major objectives of start-up programmes ought to be 
to Unk wmiid-be starters with potential sour^ of assistance, 
wherever possible on a person-to-person basis. Required sour- 
^ of assistance will vary to some degree with the stage of the 
start-up process readied: 

• Those seeking to validate an ktea may require contacts with: 
quality testing and advisory organisations; patent and design 
agen^; trade assodatkHis for customer contact; sources of 
market research advice, hduding IQ^raries and information 
rantres; sources of finandal assistance for protot^ develop- 
ment and market research; and design consultants. 

- Those wi^ the valid idea and planning the scale of operations 
may need a number of further contacts, including: production 
consultants; advisers on a>sting; machinery and plant provid- 
ers; provkiers of premises; and raw material suppliers. 

-Those preparing business plans for negotiation may need: 
Khnsers to he^ in preparation of business plans, such as 
banks and accountants; links with architects, estate agencies, 
suppliers and customers, so that tentative enquiries can be 
firmed up. 

-Those preparing for birth will need contact with: sources of 
legal assistance; government and statutory bodies concerned 
with the company legislation; and those able to advise on 
various statutory requirements, such as planning permission, 
health and safety, insurance; sources of grants and financial 
assistance; and provkiers of premises. 

- In the sun^val stage, the firm need to build ongoing contacts 
with a variety of potential assistance and training agencies, as 
well as with professionals necesssary to the day to day running 
of the business. 



f 



Notes 
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start-up trainer competency check 5 

Ability to Link Start-Up with Relevant External Agdncles 





High Low 
12 3 4 


Abffity lO link wlh patent agents 


□ □ □ □ 


Knowledge of sources of assistance for pioto- 

IJfW Ut7VolU|#fTlDfil 


□ □ □ □ 


Knowledge of mailtet r^arch agencies 


□ □ □ n 


Knowiedgeof ttrary and other market infonna' 


□ □ □ n 


Links with accountant companies 


□ □ □ □ 


Links with solicitors 


□ □ □ □ 

i^mJ i— .J * ' L— J 


Links with banks 


□ □ □ □ 


Awareness of sources of financial ass^ance 


□ □ □ □ 


Knowledge of provMers of premises 


□ □ □ □ 



Quids No. 3 



f -i; 



-21 - 



6. Ability to design programmes of 
different durations 



There are a wide range of potential programme designs in start- 
up training. It is possible, examine, to develop a s^^arate 
proffwme for each of the stages, (or parts thereoQ, of the start- 
up process: validating Ideas; market research, idea protection; 
business planning; neootiation exerdses: statutory requirements 
of start-up &.id so on. the optimum com|:mhensive programme is 
one tfiat allows for inputs at each stage to be followed up by con- 
versi<^ of learning into action, perhaps with individual counselling 
support Thus, the participant wilt be encouraged to build gradual- 
ly from idea to business. 

in most start-up programmes there will be a need for fdlow-up 
after busing inttiayon, through the survival period. For no matter 
how good the antie^tion and planning, the reality is always 
different. And there will be the inevitable crises during the first two 
or three ye^. 

The amount of time devoted to a programme should depend 
substantially on the scale and nature of the business. Businesses 
of some sophistication will require longer planning periods and 
potentially greater training inputs into the development and pres- 
entation of the business plan. 

Overall tiierefors, a wide range of different types of start-up 
programme should exist. But all should allow some interim coun- 
selling, no matter how large or small the proposal. A number of the 
programme models are available across Euroi)e. a selection c. 
which are identified in the annex to this Guide. 



Notes 
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SUirt-up trainer competency check 6 

Ability to Design Progmmnwa of Different Durations 





High Low 
12 3 4 


Abitty to design pro(Kanvn88 for each stme of 
thetUrt-uppfocdss 


□ □ □ □ 


Ab% to design pregranvnst of diiarenl isngttis. 
appropriate to scale or technology txisin^ 


□ □ □ □ 


Ablliy to brief counsMing Mppoit for each 
stage of the start-up process 


□ □ □ □ 


At)ility to counsel tor bioiness plans at various 
levels of sophl^ieation 


□ □ □ □ 
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ANNEX 1 



start-up 

Matrix to show details of 
programmes / activities in EEC 
member states 



B. START-UPS : MATRIX TO SHOW OETAIS PB0Q8AM«^ACT(VrnES IN ESC MEMBER STATES 
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ANNEX 2 

European 'Start-up' Cases 



Belgium 



sorters Programme 

The full title of this programme 'Programme for E(iucation and 
Guidani^ of Start-Ups and K^o-Businesses'. It Is run by the 
UnUdurg School of Economics and sponsored by the Generale De 
Banque HasseH. Similar programmes are run at Ghent and 
Brussels. The programme is taught at the Business School, but 
also invohres pracitioners from Accountancy companies, Banks 
and Venture Capitai Companies. The programme focuses on the 
development of the business plan as a means of exploring the 
reality of the new business. The programnre &3m\6 also include 
those who have already set up in business and are in the early 
stages of development. There are no age resblctions. Those 
wishing to par^dpate in the programme must have recently 
starts or be about to start a business in ttie industry, trade or 
senH(»s sector. Vm business must have potential to hire employ- 
ees in the 8h(»1 ch' long run. Other than that, there are no entiy 
restrictions although the best participants are selected with an 
average of 15 to 25 persons on a course. 

The programme Is run once a year over a period of 1 2 months and 
is in three parts. The first part consists of 14 evening sessions of 
3 hours each. The secoiKi part consists of development of the 
business plan and counselling. The thirei part consists of counsel- 
ling support for the micro-business as it is being set up, (or in the 
case of existing businesses), the business plan is t>eing imple- 
mented. 

Contact: Limburg Business School of Economics 
Universitaire Campus 
3610 Diepenbeek 

Tel No. 011/22.99.61 (Ext 134 - Ms. J. Hemians) 
or 

General Bank 

Ridder Portmansstraat 1 

3500 Hasselt 

Tel No. 011/22.49.91 
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Denmark 



EntreiNvnour Courses for Unemployed Aoademlcs 

Th^ programmes are financed by the Ministry of Education and 
are delivered trough tiie Technological Institute. As the name 
implies, the (gramme is aimed at unemployed persons who 
have finished a couise of long duration (minimum of three years 
full-time). Between two and three programmes are run a year, 
covering a volume of up to ^ persons and the programme k run 
50 days over approximately 2 1/2 months and Is full-time. Entry is 
for tfiose who have an idea of ^ tyi:^ of business which they 
intend to s^ For exan^e, an unemplc^ed architect was able to 
develop an oven for dry^ fpiin new drying methods. During 
the ten w^k courses, four weeks are set askie for work on the 
project. In ^ last week of the programme the finished project 
d^crif^ons are presented to various banks and savings banks 
for evaluation. If ttte product kiea is accepted>le. further funding 
may be obtain«i for tfie development through the Danish Natio- 
nai Agency ol int&istry and Trade for the Development of Proto- 
types. In the case the Ardiitect and his idea the Dantoaster 
Food Process has been developed, so that grain and other 
seed crops can be heated, enabling animals to digest the feed 
faster. The machines are produced by a sub-contractor and the 
Company now has a large volume of orders and is exporting. 

There Is no charge for the course participants. The success of the 
course is calculated by the number of participants who establish 
a business. Cun'entiy the rate is approximately 60%. 

Contact: Mr ThorkikI Bjerremand 

Juttiand Technological Institute 

Teknologiparken 

DK8000 

Aarhus 

Denmark 

Tel. 06 142400 



Guide No 3 



Annex 2 - 2 - 



France 



Topical Workshops 

Th^ worte^iops are run ^ ^ National Agency fo^ Entrepre- 
nsurship and New Business (ANCE). They are available to the 
g^era) public with no selection criteria, other than participants 
should tie starters wishing to work on all aspect of the 
(financial, legal, marteting etc.) The workshops run through the 
stages of bu^ess development from geiwraiing and evaluating 
an ktoa, to de^^topirm the business plan and to launching the 
operation in a series of wwkshops offered at various consecuth^ 
dates. The workshops cover such issues as: exploiting new 
f^rsonal cap^iti^ for business veatlon; developing creativity 
for business crsation; sti«jying the market; developing a business . 
plan; estimating profits; finandng the project; coping with legal 
a^sects; negotiating witii outside organisations; contract organi- 
sation and law; and organ^ng tiie administration of a company. 

Aii of tiiese topics' take place over two days. The aim in the 
individual workshop is to focus on tiie project and not just to 
deliver knowledge. Thwe are also teaching kits available in 
support of each of tiie workshops. These workshops are full-time 
but participants can sele^ from th(^e tiiey need. 

The programme is presentiy located in Paris and is advertised at 
HhB ANCE main office, where tiie public come for infonnation and 
indivklual guidance, as welt as through agencies providing sup- 
port to starters in and around the Paris region. The programmes 
are subsidised by ANCE. 



Contact: ANCE -CEFCE 
142 Ruedu Bac 
75007 PARIS 
France 

Tel. 45 49 58 58 
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Greece 



'Starters' 

This programme is sponsored by Eommex, whi^ is the Helienic 
organisi^on of sm^l and medium sized industries and hand- 
crafts, it an a^ion learning iiKO^^me fcr pro^>ective small 
tui^ness entr^}reneurs tiie manufacturir^ ^ctc^. ite c^m is to 
enable ths participants, after the completion of tiie course, to 
effectively apply the knowledge required in the start-up of their 
own txfsln^. Programme cwitsnt ^ a mixture of theory and field 
practice. Each theoretical pivt is foUowed by research work within 
the con^sany. in dose coopemtkm with the wouk^t>e owner. Each 
of the predicts is worked on jointly, witfi smali work groups of 
several parti^)ants. For example, the profit of a successful 
entrepreneur, marketing and plant laymit are some of ^e conpo- 
nents devel(H9ed and. afterv^irds. (fisojssed in the das^oom. 
The programn^ is njn t^ Eommex staff, who are e*4>ert5 in the 
field, and covers £^^roximately three hundred hours of tuition 
over a period of four n lonths. It is undertaken on a part time basis 
and is open to those v /ho have an kiea for a specific project. The 
programme is restricted to a group of twenty and is run twice a 
year. 

A particular feature of ^e programme is that during the first three 
weeks, when hi^nan rela^>n8 are discussed, the group is split 
into two on ^e basis of sex. This provkies the opportunity for the 
female partidpants to gain seif-confidence and group discussion 
experience before jdning the male group. This results in larger 
invdvement from the partidpants pdnt of view and a livelier dis- 
cussbn. The programme is free to participants, who are careful- 
ly selected. 

Contact: Mrs Chronopoulou 
C/o Eommex 
16 Xenias Street 
11528 Athens 
Tel. 7702636 



Notes 
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Pilots Help Young Entrepreneurs 
("Untemelimen^rt K51n e.V.*^ 

PotentiaJ custoners of fte tnltiativ© are young entr^neufs 
loading micro-businosses and businoss starters who, during the 
initial pha^ of their independence, are not familiar with the 
medianics of setting-up a ttusiness or developing financial fore- 
casts. t>udgets, and businoss plans. They also may have difficul- 
ties in selecting and dealing with banks, consultants, etc.. or face 
problems with bi^ functional management tasics, such as ac- 
counting, marketbig, organisation, finance, calculations, etc. Every 
young enti^jreneur in the area of Cologne can participate. 

In the programme, highly qualified retired or active entrepreneurs 
act as pilots. or\ h honorary basis, to he^ young, inei^riem^d 
entrepreneurs. Ihe ok1 entrepreneurs are usually specialists in 
certain fiel^ of eccneriilcs, Industry, trade, commerce, or acbnin- 
istration, and have gathered a wealth experience and contacts 
over their careers. The programme l^ir^s together young entre- 
preneurs with special problems and old entrepreneurs who can 
help. 

The content of tfie initiative focuses on oral consultations, to clear 
away contingent problems and weaknesses in setting up busi- 
ng plans, internal-rate- of-retum calculations for capital invest- 
ments, analyses of future eamings ar^ costs, in infomiation, 
advice, and materials, and on mediating useful contacts with third 
parties. The counselling is generally free of charge; If the young 
entre^eneur requires spedal materials, e.g. trend analyses, he/ 
she has to pay the cost price. 

The oki entrepreneurs have to be able to undertake personal 
needs analyses, to understand business development proces- 
ses, to use the relevant environment to use existing materials 
and gukies, and to produce own material, to name just a few. The 
pilots' qualifications are subjectively evaluated by the manage- 
ment of the initiative, on tiie basis of interviews on tiie applicants' 
careers. 

The counselling akes place either at ttie initiative's offices or at 
the client's place, and for as long a period as tire subject matter 
requires. The pilots are available beyond the initial phase of start- 
ups. 

The programme is promoted by brochures available at banks, by 
monttily advertisements in ttie Chambers' news letters, as well as 
by occasional fairs in Cologne. 
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The success of the initiative is evaluated by the numt>er of 
participating retired entrepreneurs, ^e satisfac^on of all partici- 
pante, and, last but not least the rate of insolvency df the partici- 
pating enterpr^. 

The initiative - ite annual l^idget amount to appr. 1 .000.000 DM 
and the number p^tidpants to about 400 - is funded by the 
Retail Trade Association, the GuHd of Gastronomy, the Junior 
Circle of Craften^, the Coksgne People's Bank of 1867, the 
Assodation of Craftemen, ^e City's Office for Economic Support 
the Munidpai Savings Banii. the Tax Advisors' Association, and 
the Business Juniors. 

Contact: Untemehmensstart Kdln e.V. 
Manager R. Hekker 
Schaafenstr. 25 
5000 Kdin 1 
Tel: 0221-213491 



Qukto No. 3 



Annex 2 - 6 - 



Ireland 



Technology Entivprenourship Programme 

Apart from the major role played in Uiis sroa by the Training and 
Employment Authiority's (FAS) Start Your Own Business pro- 
grammes, a m^or programme is run by the Innovation Centre in 
Umeridc 

The Cmtre runs two m^ior programmes, the European Techno- 
logy Entr^reneufsh^ pro(^amme and the High Technc^ogy 
Entrapreneurship progranune. 

These courses run over long periods - six to twelve months - on 
a part-tinra bc^ and are aimed at high achievers, currently 
woridng for majCH' companies. 

They are ctosi^ed to tap the latent talent entrepreneurship 
allied to tedinical ioiow-how residing in such companies, to 
encourage 0ie fonnation of indigenous companies capable of 
s^nificant enjoyment potential. 

By their nature, it difficult to evaluate the success of such 
programmes in ^e short term, but the indications are that they are 
achieving their objectives with notable successes in areas which 
include visual inspection systems, computer-aided manufactunng 
and medical di^nostic kits. 

Contact: Tom Omo\ 

The innovation Centre 
Enterprise House 
Plessey Technological Park 
Umeridt 

Tel. 353 1 6148177 



Guide No. 3 



Annex 2 - 7 • 



Italy 



Start-Up Courses 

Start-up courses in Italy were begun in 1984 under the umbrella 
of FORMAPER. This oiganLsatlon was, at ^ time, the training 
section (it now an autonomoi^ agency) of Milan Chamber of 
Commerce, it was the MHan Chamber that induced this type of 
training into Italy. Start-up courses are monthly and are open to 
any partidpant who has a tHisiness idea, at whatever stage, and 
who can pay a pri^ of $170. The course is developed over two 
weeks giving a total of 30 hours concentrated in evening ses- 
sions. Its ms^T content indudes: 

-The validation of the business idea by a variety of tests. 

- Development <A bi^ne^ plan. 

- The problems that might arise during the firms growth over the 
first three years and a^odated financial neecfe. 

-Acquaintance with the incentive 9 available to new firms. 

There are about 1 00 participants yeariy. The course subsidised 
by the Milan Chamber of Commerce. The teachers are mainly 
consultants with long experience of the small busir^ess field. 

The success of the programme was induced by ASSEFOR, the 
National Association of Chambers of Commerce for Training, to 
introduce tfie model into an increasing number of chambers. 
There are now 1 5 chamt^rs all over the country which presently 
organise Start-up courses in ac(x>rdance with the broad outline of 
this programme. 

Contact: FORMAPER 

Milan Chamt>er of Commerce 
ViaBrisaS 
20123 Miiano 
Tel. 85-15-54-22 
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Netherlands 



Siart Your Own Business 

The course is aimed at persons with concrete plans to start an 
emerpr^. The ota^e^ of the course to give potential starters as 
good a start as pc»sft>le. After the osurse, the parti(^>ants shtHjfd 
have a solid busir^^ plan, but the course is also successful if 
partidpants find out that they don't have tiie capaisilities to mn a 
business. 

The course covers all suts^cts r^cessary to mn a business, such 
as building a commercial plan and a financial plan, personnel ma- 
ns^jement selling practice and administrati(Hi. 
In the course for ethnic minorities, CIMK strongly cooperates with 
all kinds of loc^ and regional consultancy agencies concerned 
witii ethnic minority starters. Those agendes do the marketing for 
the course. The local or regic^al agency sheens tiie potential 
starter. 

The (Oration of tiie course is 12 days (on Saturdays). In each 
blod( of two or tiiree days a subject is discussed. The last day of 
a block often ^insists of working out tiie ieamt subject. The 
course for Dutch participants is six Saturdays. 

The teaching material is especially developed for tiiose with 
problems in reading Dutch. The course is not free: tiie participants 
have to pay f400. At the local labour office they can apply for 
subsidies (up to 75%) for training. 

The course for dutch potential starters is organized in a somew- 
hat different way. The recruitment of participants done by tiie 
Chambers of Commerce and the Regional Institutes for SME's 
(RIMK). and tiiese organizations do tiie marketing for tills course. 
There Is no screening of the participants: they just have to pay 
tiie f 400. 

The course for etfinic minorities is organizf)d 1 2 times a year. The 
Netiierlancte are (fivlded in 6 regions and in each of tiie regions tiie 
course is organized twice. For tiie Dutch starters tiie course is 
organized about 40 times a year tiiroughout tiie country. In each 
course tiiers are about 13 participants. 

Contact: Coordinating Institute for Small and Medium-sized 
Business (CIMK) 

POStiDUS 112 

1110 AC Diemen 
Tel. 020-901071 
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Portugal 



Jeep - High Potential Young Entrepreneurs Programme 

Thfe programme, run skica 1985, is aimsd at young grachjates or 
young people vmt high school education, wimout a university de- 
gree, but with some experience. Tf^ age iimit is 35. Selection of 
participants is very rijprous, using curriojla analysis, interviews 
and psycho-tests in order to choose partic^ants with a high 
entrspreneurship potentiai. This a long process, taking 4 
months. The main pHJrpose is to give participants selected basic 
linowiedge of management, capacity to deal with the problems of 
a start-up and of developing a tHJSiness. Each e<£tion of the 
programme takes 2 years and 5 months: four months sele<^, 
one month course and two years consulting. The course is 
focused on strategy and marketing, finance and opportunities 
and scHifces of biformatbn. Lecturers have psdagoglc. manage- 
ment and consulting experience and use manuals on {Afferent 
matters and aiKitovlsual support. "Men of success" are usually 
invited to give lectwes to participants. Participants come irom all 
over the «>untry. but the location of the wwrse and consulting is 
Oporto. 

One of the interesting features of this programme is the possibility 
given to participants after the course to be followed and sup- 
ported by consultemts durir^ two years. The marketing of the pro- 
gramme, made through the press, attracte numerous candidates, 
allowing an easier selection, as can be seen in the following table: 

1985 - 400 candidates - 19 effec^e participants 
1986-250 candidates - 21 effective participants 
1 987 - Evaluatk}n of prevk>us years 
1988-250 candidates - 20 effective participants 

As a major result of this programme, 18 new enterprises have 
been created up to now. A few others are emerging. This pro- 
gramme is funded by its promoters: Banco Portuguds do Atianti- 
co; Fundagao Luso-Americana para o Desenvdvimento (Portu- 
guese-American Foundation for Development) and Associagao 
industrial Portuense (Oporto Industrial Association). 

Contact: CONSELHO - Gestae e Investimentos S.A. 
Rua Eut^nk) de Castro. 352-2° 
P - 4100 Porto 
Telephone: 64013 
Telefax: 693731 
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Spain 



Support Services for Business Creation - SACE 

This Is a presume developed by ttie National Institute of 
Err^ioynient (iNEM) of Barcelona. It is aimed at any person who 
may wish to start a txjsiness. The core part of the programme is 
com^^sed of an intera^ video whidi fadlitstos the user 
explors. acooR^ng to his/her own objectives, the various factors 
which ought to bQ considered in the creation of the busing. This 
will draw attention to the study of the market, management 
competency, estimating ca^^a^. financing, legal issues and so 
on. In addition to the video, there is a documentation facility and 
a team of |Hofessk»nais in support to provide the user witii 
whatever informaticHi is required. This programme is available as 
part of vocational training which is tiie responsibility of INEM. The 
volume of people who are gdng through eadi office of SACE is 
rising and, after the first year of experience, tfiis programme is 
being extended to otiier zones of tiie country with great success. 
The last two years has seen an 88% success rate of companies 
being set up and only 12% failure. The programme is essentially 
one of counselling and advice, witii some training, and varies in 
iengtii. depending upon the nature of tiie business proposals, it 
is currentiy dealing witii over 1500 persons a year. 

Contact: INEM de Barcelona 
Via Layetana 16,6° 
08003 Barcelona 
Spain 
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United Kingdom 



The Business Enterprise Programme 

The Business Enterprise Proj^^me (6EP) is designed to have 
wide appeal to anyone starting a business. Those who are eligible 
for tiiis free progmmvne, funded by the UK Training Agency, must 
have a business Idea and be deem^ to have the ability to convert 
it into a business. Many of ti^ businesses in the programme will 
also be benificiaries under the UK Enterplse Allowance Scheme, 
a pro^amme which provide an allowance over a period of wie 
year to gh/e supped in getting the business off ^e s^ound. 
provided that the business person can also put up £1 000 from his/ 
her own or other sources. The majority of those interested in par- 
tidpating have modest service sector business ideas. Only a 
smalt proportion are manufacturing ideas with potential. The pro- 
gramme geared In a series of modules so tiiat partic^ts can 
in tfis first instance explore their tMslness idea and look at the 
market. They can tiien identify ttie resour^ needed and how 
they might manage the business. And finally they produce the 
business plan. Tom is altowed for counselling between the 
modules to ensure thatthe project develops alongside the training. 

The overall training period will usually last no more than eight 
days, but may be spread out over a considerable period to allow 
interim counselling. The programme is run by a wMe variety of 
organisations including the education sector, consultants, spe- 
cialist training companies. Chambers of Commerce and enter- 
prise agencies. There is no special training for those who teach on 
the programme, although a great many have received some fomi 
of appropriate training in the past from special courses run by the 
Training Agency. The programme is marketed by advertisements 
through a variety of channete, including Enterprise Agencies and 
Chamfc>ers of Oommerce. it is funded entirety by the Training 
Services agency. Altogether several hundred places are avail- 
able each year tiiroughout the country. And an estimated 40% of 
those on the programme start a business. There are detailed 
guidelines for the course available from the Training Agency. 

Contact: Employment Training Division 
Training Agency 
Moorfoot 
Sheffield S1 4PQ 
Tel. 0742 753275 
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Luxembourg 



The Training of Small Owners In the Grand Duchy of 
Luxembourg 

In the Grand Dudiy of Luxembourg, the law of 28 December 1 988 
regulates access to the occupations of craftsman, tradesman and 
IndustHal^t and a number liberal professions, and thereby 
impose conditions for vocational training leading to self-em- 
ployed activity in occupations in, among others, the craft and 
commercial sectors, the most important branches of the SME 
sector. 

Training of Business Owners in the Craft Sector 

Under the Law of 28 December 1988. the practice of craft 
ocoq^ations is subject to ^ possession of the 't>revet de maftrise" 
(master certificate) or equivalent supporting documents. 

The Law d 2 July 1935 regulating the conditions leading to the 
acqisition of the master title and (^rtificate in the trades, estab- 
lished the master certificate as evidence of qualification and a 
precondition for the training of apprentices in the craft trade. 

Since the estabi^ment of the system of part examinations 
staggered over three years, tfie courses preparing for the master 
certificate examlnmion include business management and occu- 
pational tiieory courses in particular, organized by the Centre for 
Promotion and Research oH the Chamber of Trade. 

Training of Business Owners in the Field of Commerce 

By virtue of the provisions of the law of 28 December 1988. the 
"certificat d'aptitude technique et professionelle** (certificate of 
technical m\6 vocational altitude, CATP) in a given commercial 
field, is evidence of vocational qualification In the commercial 
sector. In the absence of a CATP or an equivalent recognized 
diploma, the candidate must provide evidence of at least three 
years cf on-the-job experience in ^e branch of activity for which 
the authorization of the start-up is requested. In the light of the 
necessity to reinforce the knowledge of business management 
among start-up candidates in the c^mercial field who do not hold 
a CATP or an equivalent diploma, the competent chamber, in this 
case, the chamber of commerce of the grand Duchy of Luxem- 
bourg, has established vocational training crash courses for 
business owners who shall be the tradesmen, transport entrepre- 
neurs and drinking establishment operators of the future. These 
courses are concluded by a grading examination, a pass in which 
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grants exemption from the period of work experience stipulated 
by the law of 28 December 1988. 

Contacts: Chambre des metiers 
41, rue Gtesener 
L-1631 Luxembourg 
Tei.:4000 22>1 

Chambre de commerce 
7. rue Alcide de Ga^ri 
L-1 61 5 Luxembourg 
Tel.:5358 53 
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This Guide is one of a series aimed at covering various asoects 
of trainer and organiser competency for support of small business 
initiation and development. The series includes: 



- A Gukie to the general competent^ required of Trainers and 
Organ'sers of small business programmes. 

- A Guide to Trainer competency for stimulating Pre-start-ups. 

- A Guide to Trainer competency Usr stimulating Start-ups. 

- A Guide to Trainer competency for assisting small businesses 
(having under 50 employees). 

- A Guide to Trainer c^petency for assisting small businesses 
to cope with the Single European Market of 1992. 

A short Introductory Booklet is available, setting out the overall 
objectives of the Gukies and how they might be used, in addition, 
a brief bibliography of Enterprise training material available in 
various community countries is provided. 
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Preface 



SMEs are a very important element of the European economic 
and social area wtiich is in the course of construction, and would 
t}e better equ^^>edtoperf<^ theirroie if they were to demonstrate 
both soiitfty and fiextoiiity. in order to do so. they must be 
managed in the best posstole manner. Tire improvement of the 
qualifications of owners and managers of these enterprises is thus, 
a major challenge. The Member States cannot ignore this fact, and 
the Community Action Programme in favour of SMEs ^es this 
into account in ite general orientation. 

The improvement of the operattonai abilities of small and medium 
enterprises in the Community, allowing them to seize the oppor- 
tunities available as a consequence of the Single Market, is the 
objective assigned to the Commission of the European Communi- 
ties. 

Recent initiatives for the "Preparation of small and medium enter- 
prises for the Europe of 1992" (1) are evidence of the crucial role 
of the training of owners and managers as seen from this perspec- 
tive. 

The overall objective of this series of Guides is to help improve the 
supply of training for small businesses in the EEC. We recognise 
that presently, this supply falls somewhat short of needs and 
perhaps even fails to meet effective demand. The challenge to the 
supply side therefore, is to convert needs into demands and to 
meet these effectively and efficiently. This Is critical if SME's are to 
be encouraged and supported to taite full advantage of the Single 
European Marltet by 1992. 

We recognise that throughout the community there is already an 
extensive supply offer and there are numerous manuals and 
guides for those wishing to start small businesses or develop 
them. We also recognise that the term small business embraces 
many millions of companies of different types, with very different 
learning needs. We have not therefore atlv^mpted to produce yet 
another manual for wf^ do not believe that this would contribute to 
closing the gap. 

These Guides are based upon the belief that the key to closing the 
gap is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should have all the entrepreneurial skills requi- 
red to reach the owner-manager and his staff with their sen/ices. 
And they should be able to practise all they preach in temns of en- 
suring that the training product is carefully geared to the needs of 
specific groups of consumers. 

1) Preparation of small and medium -sizod entorprises for the Europe of 1 992 - 
-Experimefital trainmg schemta ' SEC (B8} 1860 
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We hope the trainers and organisers wlit use the Guides for self 
and peer assessment and development, and indeed, ttiat this 
manual may emerge as a basis for a training programme for the 
development of the competencies of Gainers and organisers of 
small business throughout the Community. 

This guide, coming at this opportune moment will sen^e to 
complement the efforts of DG 23. It will no doubt be a valuable 
instrument for all those whose purpose is to make our European 
enterprises more aware of the importance of the quality of their 
human r^ouroes as a means of achieving greater competitiveness. 

Alan Mayhew 
Director 

Commission of the EC. OG 23 
Brussels 

Eugene Muller 

Mennber of the Management Board of CEDEFOP 
Luxembourg 

Con^do Politi 

Deputy Director of CEDEFOP 
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Objectives 



The Small Business is defined iiere as: 

*The existing small busing having under fifty employees, 
which may be concerned with survival, maintenance or 
growth" 

This is the most McuM sector of the small business population to 
reach with training. There are many millions of such businesses 
across Europe, including a very large number of the self employed 
and others employing but a few workers. It is extremely difficult to 
produce generalisations as to effective training approaches. Most 
of what can be generalised has been discussed in Guide 1 . For the 
vast majority of these businesses, aside perhaps from those 
involved in professional, scientific and technical sen^s. it is 
important to recall that: 

- most businesses have little time to spend reading training 
manuals or guides 

-they have little time to attend training courses 

- they have little time to implement actions resulting from training 

- they are highly (^versified In terms of: ability; experience; edu- 
cation; ambition; commitment and motivation; age; technical 
sidlls; financial resources and personal objectives 

- each owner will be runnlr^ his/her own businesses at a level 
appn^riate to their own learning at>illty, motivation and com- 
mitment. Any new learning will start from where they are. 

- if training is to be treated in a business-lil<e manner then it 
should be recognised that in the case of the micro-finn, it is a 
highly differentiated mari^et which demands flexible, differen- 
tiated approaches at the local level. 



The Trainer will, therefore, require all the basic competencies 
Identified in Exhibit 1.1 in Guide 1 
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Overall additional competencies for 
successful training 



In addition to the gensrai competencies described in Guide 1 , a 
number of additional corr^tencies can be developed relating to 
the survival, maintenance and growth of the business. These are 
set out in Exhibit 4.1 

EXHIBIT 4.1 

Framework for Additional Competencies for Small 
Business Training 



Ability to meet 
basic personal 
owner sWil 
neecte 




Ability to seg- 
ment ttie mar- 
Itet for the sur- 
vivors, maln- 
talners and 
growers 




Ability to devel- 1 

the basic 
essences of 
entrepreneur- 
ship 




Ability to help 
small busines- 
ses maintain 
themselves 



Notes 




^ility to main 
tain marketing | 
capability 
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Ability to main- 
tain operation 
management of 
the business 



Ability to assist 
growth busi- 
ness 



Ability to mdin- 
tain adequate 
financial and 
management 
control 
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Overall trainer competency check for assisting 
small businesses 





High Low 
12 3 4 


1. At^iity to meet basic personal owner skill 
metis 


□ □ □ □ 


2. Ai^iity to devetop trie basic essences of 
entr^)reneursh^ 


^^"^ r*"'^ 

□ □ □ □ 


3. Ability to segment the nrtaiitet for the 
survivors, maintainers and growers 


□ □ □ □ 


4. Ability to plan for survival 


□ □ □ □ 


9. AiMiiiy TO neip smaii Dusinossos rnainiain 
thernseives 


□ □ □ □ 


ft AKIfitw tn mxalntsiin nruirkatinfl f^fsrvaKllih/ 
w. /uiiiiiy GW iiiiUiUhiii iiHimtiittiy Vrfi^ffltfiffiy 


1 — 1 1 — 1 1 — 1 1 — 1 

u u u u 


7. Ability to maintain operations management 
of the business 


□ □ □ □ 

ftMM^ ^^bJ ^^^^ h 


8. Ability to maintain ^equate financial and 
management control 


□ □ □ □ 


9. Ability ft) assist growth businesses 


□ □ □ □ 
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1. Ability to meet tiie personal skill 
needs of the small business 
owner-manager 

The trainer needs to have a t)asic franie of reference for 
undeistEffKSng the ovvnerHTisiager and what shapes his/her ieari^ 
needs. This is perhaps best achieved by constrasting the changes 
in the task structure whi^ ocoir when a parson moves from 
enjoyment into setf-employment, and the basic changes in sidlis 
needed that resuit Exhibit 42 overleaf sets this out 

The newiy setf-empioyed person moves, in effect from a position 
of basic d^>endency upon a supervisor or manager, to one of t>asic 
dependency upon customers, it Is interesting to note tiiat most of 
the researdi on smaii business start-ups in Europe indicates that 
it is the feeling of independence that te a major motivationai factor 
in starting up a business. Yet in reality, the owner is merely 
replacing one set of more certain dependencies for others which 
are much more uncertain. Owner-managers therefore, feel that 
they are operating with a great deal of freedom but recognise that 
they are in positions of uncertainty. 
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EXHIBIT 4.2 



Changes in Task Stnjctures 
Employed and Self-Employed 



Source of next job or task 



Definition of job or task 



Planning of tasks 



Source of appraisal of work and 
feedb£^ 

Certainty of day-tOHJay tasks 

Security of emptoynwnt 
dependent upon 



Inoonie dependent upon 



Ability to change nature of task 
structure, working hours, job 
content dictated by 

Range of managerial tasks 
undertaken 

Linkage of work with home life 
Range of problems to be tadded 



Employed 

Manager / 
supen^^r 

Manager / 
si^^ervlsor 

Manager / 
supervisor 

Manager / 
supervisor 

Fairly certain 

Management / 
s^servisofinthe 
first instance 

Management / 
supewlsorlnthe 
first instance 

Management / 
supervisor 



Restricted 



Low 

Normal (within 
job definition) 



Seif-empioyed 

By selling to 
custchier 

Self-related to 
customer need 

Dependent upon 
oistomerordei^ 

Customer 



Uncertain 
Customer orders 

Custwner orders 



Customer 
demands 



Wide 



High 

Wide (within to- 
tal business) 



To this situation the owner must bring the basic skills associated 
with the task structure derived from Exhibit 4.2, namely: selling, 
persuasive and negotiation skiils, planning and organising; risk- 
taking (ability to operate In conditions of uncertainty); problem- 
solving; delegation and supervisory skills; and holistic managerial 
knowledge and skills. These are the basic targets for the trainer. 
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Small business trainer competency check 1 

Ability to Meet the Basle Owner Personal Skills & Needs 





High Low 
12 3 4 


Ability u) pnivido ssiting sw\\s iraining 


n m rn i — i 

□ □ □ □ 


ADtiiiy u) proviW noBOiiaiiiin uaiiiiity 


m m m m 

□ □ □ u 


ADHlty vO pfDVtdO planning wlO Ofyanisiny 8kii» 
training 


n m n n 

u u u u 




1 — 1 1 — i 1 — II — 1 

u u u u 


AKillfw r\m\#iH<a ffVAMAni»fifl!\fiflfl fikillQ ttfllninfl 


1 — 1 1 — 1 1 — 1 1 — 1 

u □ u u 


Ability to tsach supervisory sMiis 


□ □ □ □ 


Ability to teach holistic management skills 


□ □ □ □ 
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2. Ability to develop the basic 
essences of entrepreneurship 



The key factors of freecfom and uncertainty comtsine with a number 
of the msyor characteristics of the owner-managed business to 
produce a number of Itey busbiess 'essence' of entrepreneursh^. 
which considerabiy influence approadies to training. These 
essences are set out in Exhibit 4.3. overleaf. 

The influence of ownership on the way in which the business is 
operated is considerable, and in turn, affects a numberof other Itey 
factors. Perhaps the most inportant of these is the attitucte to risi( 
- it is the owner-manager's own money that is at risk and is kTeing 
spent u|)on the business, it is also his or her personal assets that 
are frequently on tfie line as coliatoral for external financing. This 
means that owners wiii not always base decisions upon dispas- 
sionate analyst of financial forecast and cash flows, in the sanie 
way ^ the enH>ioyed professional manager. But the concept of 
ownership exten(& bey(md financial matters to a much wider 
variety of asjracts of the business including: ways of organising 
the task structure, systems, style of management, etc. It is in this 
way that the business becon^ the ego. It is important for the 
trainer to recognise that the ultimate qualification for an owner- 
manager is me STATE AND STATUS OF THE BUSINESS. This 
fundamentally affects the motivatk^n to train. He or she is rarely 
interested in qualiftoatlons per se. 

The owner-manager, in ttieory. h^ unrestrained control of the 
business. He/she is not constrained by job descriptions and by 
conventional management demarcations, but is free to interfere at 
any level and in any way. This tends to add a considerable 
element of infonnaiity to the business's control systems. Indeed, 
such systems are very frequently based on 'systems' invented by 
the owner-manager himsaif/herself. 

As has been indicated above and developed further below, the 
feeling of independence often quoted by owner-managers is the 
key factor In their desire to remain with their own business, it is, in 
reality, a perceived freedom from the more fomnai constraints of 
employment, in practice, however, there is sut>stantial depend- 
ence upon customers, suppliers, workers and many other persons 
and institutions in the environment. It is necessary to meet the 
demands of this diverse environment for the business to survive, 
in meeting these demands, perceived 'independence' neverthe- 
less brings with it wkie scope for decision-making and for flexibility. 
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EXHIBIT 4.3 



The Essonoes of Entrepraneurship In the Owner Managed 
Small Firm 

Ownership 



Control 



independence 



Holistic 
Mancyement 



Mari<et*UnKed 
Rward 



Learning from 
Failure 



Business 
Success 



Personal 
Strategic and 
Environmental 
Awareness 



Incrementality 



Commitment 
OverTime 

Flexibility 



The above three essences of ownership, control and Independ- 
ence lead on to a nunrber of other factors, marking out the owner- 
managed firm. These have particular significance for trainers and 
advisers. They Include.- 

- The direct exposure to personal T\8k, resulting from the assets 
of the business belr^ s^n as personal wealth, naturally leads 
to a concern for avoidance of unnecessary risk and the pursuit 
of 'irwremental' approaches. 

• HoUstte manag^nent where marketing, production and finance 
are integrated together in pursuit of problem-solving and op- 
portunity grE^}tng. Even as the business develops and elements 
of functional management creep in, there will be considerable 
overlap between the various management functions. 

- The health of the business (and management perfomiance) is 
seen to be more or less directly a function of the satisfaction of 
customer needs. Rewards are market led and will visibly go up 
and down with market conditions. 



- The freedom to experiment and to make mistakes without this 
being at all damaging to career as in the conventional em- 
ployee managerial situation. There will thus be an atmosphere 
of learning from mistakes and through failure. 



Notes 
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' Consktorable commitment to partcuiar projects and the busi- 
ness over time. The average owner-rrmnager hoic^ the senior 
executive position In the t»JSiness for a considerably greater 
number of years than the employed manager In the top job in a 
large company. 

- The usual existence of a very small management team woridng 
together in small group conditions. There will, therefore, be a 
personal netw«K of relationships underpinnir^ conventional 
fomnai worlqslaoe respc^sWies. Thte can have both advantages 
and disadvantages. 

- The conskterabie scope, given martcet constraints, to respond 
flexibly to customer demamfe. The owner-manager's person- 
al likes and disliites which influence the way the firm operates 
may, however, be a source of rigidity 

-The tying up of the future of the business with the owner's 
personal omitegle goals and his/her environmental aware- 
ness. A great many of the s^^ic decisions taiten will be 
influenced by personal ot^ectives and personal contact net- 
works (often very Informal). Where the owner-manager has a 
strong wider strategic environmental rareness, the business 
wUI be less 'exposed'. There may well, however, be a certain 
degree of myc^ia. reflecting limited external contacts and 
limited vision. 

It is important that the trainer taites into account the significance 
of ownership and ego on the way in which the business is run and 
the manner in which It might be developed. This is likely to limit the 
impact of acceptance of lext book' approaches to business 
development - for example, where these urge the replacement of 
systems and activities that have been personally 'invented'. Mo- 
reover, the personal control of the owner gives enonnous potential 
for the transfer of learning into action, in a way that is much more 
difficult to achieve with employee manners. 

The independence of the owner will have a major impact upon 
decisions as to whether to attend training courses and whether to 
put any teaming that has been achieved into practice. Personal 
attitudes to risk-taking and associated incrementallty may mean 
that formal approaches to decision making and investment will 
need to be modified. It is perfectly possible, for example, that an 
investment may look extremely good 'on paper*, yet may not be 
pursued tsecause. for example. It places too many of the personal 
assets of th? owner at risk. There will be a need to teach 
management in an holistic manner. There will be opportunity for 
the trainer to build the commitment cJ the whole company to 
training by harnessing the commitment of the owner-manager. 
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Training can be tied in with the development of the business over 
time - by running programme that arc concerned with 'dolr^' (for 
exan^le, entering export markets, new product development, 
obtaining of new customers and so on). The owner's commitment 
to the ci^mer and the market provUes major opportunities for 
building motivation tor ieamirH): and thte can be enhanced by tiie 
owner-manager's wiHingn^ to experiment and to ieam from 'real 
action' projects, importantiy, there wHi be the opportunity to encoura- 
ge learning by widening the owners personal contacts with the environ- 
ment in a manner designed to increase his/her strategic awareness of 
environmental threats and opportjnities. 



Notes 
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Small business trainer competency check 2 



Ability to Develop the Basic Essences of 
Entrepreneurship 





HIgli Low 
12 3 4 


Understanding of the unique essences of 
owner-managed fimis 


□ □ □ □ 


Understanding of {mixtions of cnvnership on 
the potential for training 


□ □ □ □ 


UrKJerstanding of the impact of ir^tependence 
on trainir^ potentifl) 


□ □ □ □ 


Ability to tMjitd 1n.m personal control systems 


□ □ □ □ 


Understandif^ Implications of personal risk and 
the incremental appro^ 


□ □ □ □ 


Ability to deal holisttcaily with management 
training prol}lenns 


□ □ □ □ 


Ability to harness management commitment to 
development over time 


□ □ □ □ 


Ability to utilise market-led approaches for 
training 


□ □ □ □ 


Ability to use 'learning by failure' methods 


□ □ □ □ 


Ability to widen personal strategic and environ- 
mental awareness of the owner-manager 


□ □ □ □ 
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3. Ability to segment the market for 
survivors, maintainers & growers 

There are many millions of veiy small owner-managai businesses 
throughout the Community. How widely differentiatecl they are 
was noted In the Introduction to this series of Guides. The point 
has aiso been made that if a business-like approach ^ taken to 
training, this large group of micro-businesses is not just to be seen 
as one small market, but as a whole series of different market 
niches. 

How the overall market might be broadly segmented has aiso 
been described in Gukie 1 . The key characteristlos of the market 
overall are: that It Is highly differentialed; demand is local; custom- 
ers may be at very different stages ot develc^ment; customers 
have very dWerent capabHtty for learning; each customer regards 
himself/herself as i;nk)ue, and therefore wants 'apprc^riate' pro- 
grammes; and vaitM for money will be required, as wilt 'hanj' 
results. To cater for this market requires a flexible and entrepre- 
neuriai approach. 

Overall, however, the Sf^E market of companies under 50 em- 
ployees can be usefully dassified In three major ways: 

-The Survivors: 

those wtK> have recently started and are in the first few years 
of operation. As yet, they have not got to the basic survival point 
of making a profit and a reasonable living for the owner- 
manager 

- The Malntalnert: 

those who wish merely to maintain their businesses as a 
source of income and employment, but have no major wish to 
grow 

-The Growers: 

those who have aspirattons (and some capability) for growth 
into larger-sized businesses. 
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Small business competency check 3 
Ability to Segment for Stages of Development 



Low 





1 


2 


3 


4 


Knowledge of variety of methods of legmen- 


1 — 1 

LJ 


LJ 


LJ 


n 

LJ 


tation of needs 










Ability to segiTient for survivors 


□ 


□ 


□ 


□ 


Ability to segment for maintainors 


□ 


□ 


□ 


□ 


Ability to segment for growers 


□ 


□ 


□ 


□ 
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4. Ability to plan for survival 



The Survivors are companies that are sllH finding their way on the 
market. They all have two nfu^or sets of problems; 

- those resulting from Inadequacies In pre-planning the start-up 
phase of the ouslness 

- those resulting from unforeseen problems - for no matter how 
gwHj the planning, the real world Is never the same as foreseen 
In the plan. 

Problems relating to lack of pre-planning during start-up may 
Include: 

- those relating to the lack of validity of the original Idea 

- those relating to Inadequacies of production standards, quali- 
ty, cost and price 

-those relating to flnandai planning 

- those relating to Inadequate negotiation of temis with custom- 
ers, suppnere, teasers of property, partnersh^ arrangenfrents etc. 

- those relating to Inadequacy of basic management systems, for 
control puiposes 

-those relating to the environment, dealing with statutory obli- 
gations and relationships with the professions, such as banks, 
accountants etc. 

These problems all relate to the'stages'of the start-up process 
referred to In GuWe 3 (Exhibit 3.2). The Trainer can thus use the 
checklist of start-up tasks and learning needs In Exhibit 3.4 In 
Guide 3 as a problem diagnostic Instrument for 'sun/Ivors'. 

Problems with the validity of the Idea may Include: 

- Inadequate Initial thought given to which needs are being met 
by the product or servtoe, and therefore which benefits are 
being given to the customer 

-problems of acceptability of the product or service to the 
customer 

- tack of sufficient customers 

- lack of awareness of competition 

- Inability to sustain the quality of the product or service to an 
acceptable standard 

-problems relating to protection of Intellectual property 
-difficulties In entering the market against established com- 
petition or 'closed' channels. 
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Problems relating to the inadequate planning of the 'resourcing' 
stage may include: 

-failure to obtain adeauate utilisation of capital, labour and 
other assets 

- failure to achieve planned efficiency standards 
-failure to achieve adequate quality control 

- too high levels of wastage 

- inadequate costing and pricing 

- inadequate resource (production) management. 

Problems relating to the inadequacy of the business plan and 
subsequent negotiation may include: 

- in^equacy of cash flow forecasts 

- inadequate provision of overdraft facilities and debt servicing 

- over-trading 

• inadequate margins 

- Inadequacy of contracts with customers, suppliers 

- failure to meet sales targets 

- problems with legal aspe(^ of the business re property, legal 
status, employment etc. 

Finally, there will be prot^ents relating to inadequate planning of 
on-going business systems including: 

- inadequacy of reporting systems 

- failures to report adequately to t>anks and other lenders 

• failure to take proper account of provision for taxation 

- failure to provide for basic production infonnation systems 

- failure to comply with statutory and other environmental legal 
obligations 

- problems with obtainir^ adequate sen/ices from advisers and 
professionals. 

Almost certainly, many of the problems of those struggling for 
survival in the first years of business will relate to inadequate 
planning. There will, therefore, be a need for the trainer to take 
them through the basic planning stages of txisiness development 
as a means for them to recognise where there are problems, and 
how these might be overcome. 
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Small business trainer competency check 4 

Ability to Plan for Survival 

High 



Ability to re-validate the tjusiness idea 


□ □ □ □ 


Attlity to reapjyalse resource acquisition, 
output standan^ and pricing 


□ □ □ □ 


Ability to reappraise business plan overall 


□ □ □ □ 


Ability to reappraise cash flow forecasts 


□ □ □ □ 

Waw' - 


Ability to reappraise negotiations with 
customers, suppliers and workforce 


□ □ □ □ 


Ability to adequately cater for basic systems in 
running the tmsinera 


□ □ □ □ 


Ability to meet statutory requirements 


□ □ □ □ 


Ability to adequately use professional services 


□ □ □ □ 



Low 
2 3 4 



The above framework can also be used for exploring how, and 
what cftanges have occurred since trie original planning of the 
business, arei to Identify the unforeseen circumstances which 
constitute threats and opportunities to the fimn. In effect this 
means the reappraisal of the original business plan. 



Notes 
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5. Ability overall to help small bus! 
nesses maintain themselves 



The vast majority of micro-tHJSinesses prot}abiy wish to do no more 
than to survive, to allow the owner(s) to make a living, rennain 
independent and enjoy the particular life style associated with 
mnning one's own business. Large numbers of small businesses 
in the 'micro' category will be one-person businesses, namely the 
self-enpioyed. They will be operating not in manufacturing industry, 
but In a wide range of retail, distribution, transport construction 
and other services. If they are to survive they will need as a 
minimum, to: 

- keep In touch with major changes in the statutory and wider 
competitive environment 

-maintain their Individual personal ability as leaders and 
managers of con^tanies, and adequately develop their work- 
force in this respect 

- keep abreast of changes in basic management techniques, 
applying new techniques, as and where appropriate 

- maintain their managerial competency In key management 
functions particularly marketing, production and finance. 

Coping with the environment will necessitate keeping abreast of 
changes In: taxation, affecting capital investment, income, wealth 
and the transfer of assets; inckistrial relations legislation covering 
employment contract, health and safety remuneration, pen- 
sions, rights of workers in respect of dismissal and hiring, and 
training; the statutory environment Including planning regula- 
tions, clean air and materials usage and emission, consumer 
protection, product standards and design; company law; intellec- 
tual property rights, research and development; and forms of 
financial and other assistance. This allows scope for the trainer to 
regularly update firms by information seminars and workshops. 

Personal managerial abilities can be developed by a variety of 
means, identified In Qukie 1 earlier. Such skills as negotiation, 
presentation, selling, problem-solving, creativity, leadership, com- 
munication and Interpersonal skills, decision-making, personal 
time management may all need to be developed. This produces a 
wide range of opportunities for short programmes and workshops 
which can appeal to all micro-small business owner-managers, 
irrespective of the nature of their business. 
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in £Kidition to these ^rsonai abilities, there will be a limited need 
to keep up to with leievant advmrio^ in n»nagei1ai te^^ 
afKl technology, including: the use of mk^-pro^ssofs; mecha- 
nised accounting systems; word processing; methods of output 
measurement and standards settir^s; methods of investment 
appraisal and (fistrlbution techniques. TNs provides tiie Trainer 
with ttie potential for a rai^ of programmes which in this context, 
however, must be carefuUy tailored to the specific sector and 
c^Kibiiity of the business. One of the major problems that the 
owner-managed m!cro-t>usine8S has with apf^ying management 
techniques and new technology. Is its lack of immediate 'appro- 
priateness' to the nature of his/her own business. 

Finally, there will be a need for the owner-manager to keep abreast 
of the basic management of his business in key functional areas, 
particularly marketing, operations and finance, and ensure that his 
staff are also adequately equipped in this respect. Suitable training 
approaches will necessarily be based on helping the owner- 
manager solve problems arid grasp opportunities. 



Small business trainer competency check 5 
Ability Overall to Maintain the Business 





High Low 
12 3 4 


Ability to keep abreast of changes in taxation 


□ □ □ □ 


^lity to keep abreast of changes in 
smpioyment law 


□ □ □ □ 


Ability to keep abreast of changes in law relating 
to product design, research and development 
and standards 


□ □ □ □ 


Ability to regularly update sources of advice and 
assi8tan<» 


□ □ □ □ 


^iiity to ^ain for personal managerial skills 
develojimient 


□ □ □ □ 


Ability to keep up to date with managerial tech- 
niques, computerisation and technology change 


□ □ □ □ 


Ability overall to update basic functtonai 
management 


□ □ □ □ 
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6. Ability to maintain marketing 
capability 

The framework, within which marketing problems can be addres- 
sed, shown In Exhit^ 4.4. This exhibit err^asises that the key 
focus of the business must be on meeting the needs of customers, 
rather than producir^ a product or service. At any given point in 
time the busing can be "profiled' in terms of its existing position 
in the market, its knowledge of the environment, its capability to 
sell, its methods of reaching the market (marketing mix) and, 
overall, the coherence of its marketing strategy. Common pro- 
blems that are likely to arise in respect of each of these areas are 
as follows: 

-needs 

lack of awareness of changing ojstomer needs or incorrect 
analysis of needs, so that product or services are ill-designed 
and presented or are out of date. All products and servi^s are 
only valkj on the market insofar as they meet needs. These 
needs are constantly changir^. Thus, even the tocal store has 
to consistently monitor and charge its stock range to cope with 
the changing demands of customers. It may have to change the 
method of presentation and other needs that are not being met. 
for example, the hours of opening. 

-products 

there will be a need to monitor the business carefully, in ternis 
of changing product or service profit contribution over time. It 
is t>asically necessary to note what is going up, what is going 
down ard why,and to look for new products or product improve- 
ments in response to changes in the environment and customer 
feec&ack. 

- customers 

there will be a need to become consistentiy aware of what 
makes a good customer and which of the customers are 
themselves healthy arxj likely to grow in their demand for tiie 
businesses' goods and services. Thus, it will be necessary to 
monitor the health of customers, to note changes in customer 
numbers and purchasing habits, to note those customers who 
are repeat customers and to consistently attract new custom- 
ers. Overall, it will be necessary to ensure that there is not too 
great a dependency upon any single customer. 

-area 

it is frequentiy the case that small businesses do not system- 
atically exploit the potential of each geographical area to which 
they sell. but. in fact, respond randomly to sales enquiries. 
Problems arise therefore, in having excess distribution costs 
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relating to the HmltaJ exploitation of particular areas wtilch the 
company is servldng. Usually, further sales opportunities can 
t>e found by clearly ictontlfying the existing sales area base of 
the company and pursuing a policy of systematically filling 
out'. 

-channels 

it may weH be that the business operates not directly with the 
customer but partly, or wholly, through intemiediary distributive 
channels, it needs, therefore, to carefully monitor the health of 
its distributors, to note Its dependency upon them, and to be at 
the same time aware of what the ultimate customer is feeling 
and doing. 

-competition 

it will not only be important to monitor competitive activity but 
also to learn from it. This means keeping up to date with 
numbers of competitors, their health, their fxoducX and service 
pwtf olio and their strengths and • veaknesses. Lack of knowled- 
ge of competitors and an Inablllt; to learn from their example is 
the main problem for many small businesses. 

-environmental scanning 

this means keeping abreast of new technology and new 
products, market and custon^r developments. For the small 
business this frequently means reading the relevant trade 
press, r^ulariy attentfing exhibitions to keep in touch with 
customers and new technology and akjsortjlng new technoioc v. 
via suppliers of machinery and equipment. 

- managing selling 

whidi means ensuring not only that either directly, or indirectly 
(through agents), the company image and products are pro- 
jected to customers and potential customers, but also that the 
owner, agents ar^ salesmen are motivated adequately and 
equipped to sell the t>enefits' of the company sen/ice. There 
will also be a need to ensure that there is adequate feedback 
from sales persons and agents about competitors, changing 
cu^omer needs, and reaction to company products and sen/ices. 

- reaching the customer 

(marketing mix) - this includes adequate provision for ensuring 
that with advertising, public relations, packaging, promotions, 
d^ign, market research, piidng, distribution, aedit promotionai 
literature, l&nerheads and logo, and personal presentation, 
there Is full support for key business products and services. 
These should coherently emphasise the benefits to the customer 
and the neecte that are met. 
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-marketing strategy 

overall, the need to ensure that the above framework, as In 
Exhibit 4.3, is coherently brought together and dynamically kept 
alive as customer needs change, so thatthe company develops 
in a coherent fashion. 

Marketing problems that arise in the small business will ail occur 
within the framework described above. The Trainer can help the 
owner-manager understarKi the framework and improve his/her 
ability to monitor the marketing strengths m6 weaknesses of the 
business and thereby, antidpats problems and grasp opportuni- 
ties. This might be done by a series of specific workshops focused 
on eadi of the above aspects or by a "general overview', aimed at 
enabling the owner-manager to understand better the position of 
his/her own business on the market. 
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EXHIBIT 4.4 

Marketing - a Simple Review Framework 



External psrfomiance audit 

{Trond-bat3^»«v) 
Sato uid profit 

Sato ami pn^ by pnxiud (gnHip) 
Sato »id proSt «M 
Sato and profit oslomar 

*KV20 ratio? 

•QrowttVdodbie? 

• PolMlM^rvpur? 
Sato by ohannal d cSttribution 



Selling 

Who dow the skiing? 
How was orsante^ and brietod to satt 
lha benefits {\)SP) and fmiect (he 
oOfTtp^iy kna^7 

Hem efta^\» the to(fi>aok (on 
cuetomefs. oompetittm, er^ironmeni 

QIC)? 

Conversion from sales efforts 



I 




Customer needs 

Kfty otolomer nee^ 
^low tttese «e segnHH!iBd 
Which needa the finm foojees upon 
(Unk(ueSeS$nfl Propwiten) 
compared with MfT^>ettora 



Envlronmant awaraness 
audit 

Key Compettom - strengihs and 
waakneasM 

Key market change • trendb 
How monilort chan{^ 
(e.g. A»odationa. ExNbitkme. 
Magatinea, Martlet Reee are^ ale) 



Mariceting Mix 

PficinQ poB^ 

How reaches the customer 
'dl^nbution 
-promo^ 

- service, aftor aaira 
-^^erteing 

^branding 

•pofaitofaaie 

•paokmtng 

-oedit 

'des^n 

-sponsonsNp 

-exh^itionsetc 

- persond preeentation 
Quality factors 



Strategy 



Notes 
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Small business trainer competency check 6 
Ability to Maintain Marketing Capability 





Hiflh Low 
12 3 4 


Ability to undertake customer needs analysis 


□ □ □ □ 


Ability to analyse existing product/servioe 
pertermance 


□ □ □ □ 


Ability to evaluate existing and new customer 
perfonnance and potential 


□ □ □ □ 


Ability to undertake sal^/product/ sen^ area 
analysis 


□ □ □ □ 


Ability to review capability, performance and po- 
tential of distrbution channels 


□ □ □ □ 


Ability to analyse oonpetition 


□ n n n 

U-J 


Ability to undertake environmental scanning 


n □ □ □ 

L— 1 l_J L-J 


Ability to monitor effe<^vely sales pe^n a.T\6 
sales aoent oertormanc^ and to obtain feed- 
back 


n n n n 

1 II 1 LJ 1 1 


Ability to design appr^iate ways of reaching 
the market 


□ □ □ □ 


Ability to develop overall strategic market plan 


□ □ □ □ 
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7. Ability to maintain operations 
management 



operations prot^ems will relate to the four key areas identified in 
Bxhm 4.5. A business wUi t>8 Of^ting efflclentiy and effectively 
if it is: maximising utilisation of laisour, capital, land and premises; 
achieving maximum through-put rates in relation to the applica- 
tion of these resources; mlnimlsir^ wastage of materials and 
components; and ensuring maximum adherence to quality stand- 
ards. The small Urn is likely to face a wkje range of problems in 
operations management, whether it be operating in aretaii, service 
or manufacturing business. Such problems will include for exam- 
pie: inad^uate si^rvision/ management; supply failures; exces- 
sive down-time because of breakdowns of machinery or vehicles 
or labour absenteeism; inactoquate labour fiexibility or skills; 
remuneration and rewards systems; layout; distribution; output 
and delivery planning; process flexibility; health, safety, h^iene 
and other working a>nditions; and inventory management and 
movement Ail of these problems occur from time to time in all 
types of tHJSiness. They are impor^t insofar as they lead to lower 
utilisation, efficiency, xnd quality or increase wastage. All opera- 
tions problems will impact iq>on these four key control factors. 

Any business will therefore need to set up elementary measures 
of these factors, for example, as follows: 

-Utilisation 

measured as the number of productive labour hours as a ratio 
of the total hours available. Altemativeiy measured as a ratio 
of machine hours worked, compared with the total available: or 
alternatively as a measure of space utilised, compared with the 
total space available. 

- Efficiency 

measured as: the number of units produced/sold per given 
time period during the productive working of machinery or 
labour; turnover or profit contribution per square metre in 
respect of retail premises; or perfomnance against time stand- 
ards for machines or labour when the 'product' itself can not be 
simply measured. 

-Wastage 

measured as the ratio of material bought in, to that sold to the 
customer. For example, in resiling this would be the ratio of 
total goods bought to those sold (a measure, in fact, of 'leakage' 
through theft, deterioration, etc.). 

- Quality 
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measured by the number of rejects on the production line (in 
manuf^turing); the number of customer ooniplalnts; or, in the 
case of service busir^sses. the amount of re-wor1( that needs 
to be done free of charge, as a proportion of the total sales. 

The framework in Exhibit 4.5 can apply equally to manufacturing, 
retail or service sector, in retailing, for example, utiilsation may well 
be measured in terms of sales per square foot or par assistant, 
wastage by the ratio of stock bought to stock retailed and quality 
by ttie number of oistomer a)mp^nts or products returned. 
Similarly, in a service tHisinsss. for example motor vehicle repair, 
utilisation may be measured by the number of htmrs of labour 
actually spent on the Job as a ratk) to hours worked; efficiency by 
the number of productive hours sold out as a ratio of those worked, 
wastage by the ratio of materials bought to those sokl; and quality 
by the amount of re-work and ^stomer complaints. 

The trainer can use this framework as a means of encouraging the 
owner-manager to set standards for utiilsation, efficiency, wastage 
and quality, and as a lead into solving many of the problems of 
layout, supervision and so on mentioned atx>ve. 
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EXHIBIT 4.5 



Operations Management and Control 
A Simple Review Framework 



UTILISATION 



of: 



Labour 

Machinery 

Space 



MoaKirBd by: 

Number of productive hours 
as ratio of total fwurs avail- 
atrie. Ratio of space used U) 
total 



THROUGHPUT 

Efficiency of: Labour 

Machinery 



Measured by: 

Number of units produced/ 
sold or number of jobs or time 
taken in relation to estimated 
time, or (in retail) sales per 
employee or per square me- 

<ro,ir,w.ttut.i,.tn^i* I I I in.i B Bsm 



CONTROL 
STANDARDS 



YIELD / WASTAGE 

from: Materials 
Stocif 



Measured by: 

Ratio of materials bought/ 
(x>nsumed to materials sold 
or ratio of so'ap collected to 
materials input. In retailing it 
measures ieaitage. 



QUAUTY 

of: Raw materials 

Finished pr{Kluction / 
Service 



Measured by: 

Ratio of reject to inputs or 
outputs, of rework to total, or 
customer (X)mplaints 
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Small business trainer competency cliecl( 7 

Ability to Maintain Operations Management of the 
Business 





Hinh Low 
12 3 4 


Ability overall to undertake operations problem- 
solving - 


n □ □ □ 

L.I. J i 1 1 1 1 L_J 


At^ity to develop means of ensuring maximum 
utilisation of labour, machinery an ' space 


□ □ □ □ 


At^llty to develop means of ensuring maximum 
output effldency or individual/group service 
performance 


1 1 1 1 f~1 1 1 

□ □ □ □ 


Ability to develop means of setting and control- 
ling quality star^ards 


□ □ □ □ 


Ability to develop means of minimising wastage 
and leaks^e 


□ □ □ □ 


Ability to develop adequate and appropriate 
measuring systems for the above 


□ □ □ □ 
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8. Ability to maintain adequate finan- 
cial and management control 

The financial problems and opportunities of smaii micro-busines- 
ses can be explored within the framework set out in Exhibit 4.6. 
This makes a distinction between: the management control and 
the financial control of the business at three levels: 

•that relating to any regular annual re^rts and accounts 
prepared for tax and presentation purposes - therefore of an 
historical nature. 

- the ongoing (day to day) monitoring of the business 

- the systems upon which such ongoing monitoring is based 

From the operating viewpoint, the critical area is the middle 
section, namely, that of day to day monitoring and control. On the 
management conb'ol side problems may relate to: 

- Overall inadequate information about revenues, profits and 
costs of ^ business. 

- Inactequata turnover 

- Inactequate profits gross or net 

- Lal:H>ur or otfier direct costs growing out of line 

- Increasing overheads 

- Inability to measure individual product or service contribution 
and associated net profit 

- Inatiility to measure departmental or sectionai costs or con- 
tributions 

On the financial side problems likely to arise are: 

- Weaknesses in the monitoring of cash and assets. 

• Chronic shortage of cash overall 

- Pressure from the bank In relation to external borrowing 

- Debtor or creditor control 

• Provision for taxation 

- Day to day cash management 

- Management of stock and work in progress 

- Overall asset management of the business 

- Appraising investments in new plant and machinery 

The development of appropriate systems and understanding of 
the operating financial and management control of the business 
is the overall key to maintaining health. The trainer will find 
opportunities to build short seminars or project-based program- 
mes around each of the above topics. 
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A problem with many small businesses is the lack of adequate 
basic record and infonnatlon systems upon which to bulkj man- 
agement and financial control systems. Therefore, at the basic 
levet, programmes may be needed to introduce small businesses 
to basic book-keeping systems, cash flow management and fore- 
casting systems, basic budget control systems, basic sales and 
purchases ledgers, and estimating and cost control procedures. 
This provides the opportunity for a variety of programmes. 
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EXHIBIT 4.6 



Financo and Controi 

A Simple Review Framework 



FinaivM control 



Pfirformanco 



Management 
control 



Balance Sheet 

(Trends) 

Return on capital 
Company liquidity 
Company gearing 
(use of funds) 
Trends over time in 
net«ft>rth 



BBS 



Overall results 



Profit and Loss 

(Trends) 

Sates 

Profit 

Stodcturn 

Added value 

Cost stnjcture 

Breakeven 



Liquidity 
Management 

Cash Flow 
Creditor and debtor 
control 

Bank position • 
Overdraft agreement 
Tax iiabiiity 
Stt}cks&WIP 



Ongoing 
management 
(Budgets) 



Operating 
Accounts 

(departmental area) 
Trends as for items 
in P & L above 
Contribution and 
cost structure by 
department 
Product cost and 
contribution 
Trends 



Book-lteeping 

Sales and 
purdiases ledger 
VAT and PAYE 
records 
Cash book 
InvoicifH} 



Information ba»» 



Cost Control 

Wages r^rds 
Job^process Re- 
cords & Costing 
sheets 

Estimating book 
Stock records 



Notes 
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Small business trainer competency ciieck 8 

Ability to Maintain Adequate Financial and Managerial 

Control 





High Low 
12 3 4 


Ability to interpret published or other accounts 
oreoared for tax ixirDOses 


□ □ □ □ 


Ability to interpret profit and loss accounts 


□ □ □ □ 


Ability to undertake balance sheet analysis 


□ □ □ □ 


Ability to develop appropriate operating 
rnanaaemant controi fivstanrs 


□ □ □ □ 


Ability to develop budgetary control systems 


□ □ □ □ 


Ability to undertake cost analysis 


□ □ □ □ 


At^lity to monitor cash and undertake cash flow 
analysis 


□ □ □ □ 


Ability to devek>p a^^xopriate systems for debt- 
or/creditor control 


□ □ □ □ 


AtJility to monitor v^rk in progress 


□ □ □ □ 


Ability to appraise investment in new plant and 
m^inery 


□ □ □ □ 


Ability to develop basic book-keeping and ledg- 
er systems and cost control/profit estimating 
sheets 


□ □ □ □ 
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9. Ability to assist small growth 
businesses 



It is likely that only a small proportion of tho total population of 
small businesses will have amtjitlons for growth on anythlr^ more 
than a modest scale. Growth can be defined In terms of turnover 
and proflte, but Is most correctly defined by an Increase In the net 
assets of the business over time. Such an Increase (barring 
acquisitions) Is brought about only by selling more to new custom- 
ers, or to existing customers, of the same products, new products 
or of modified products at a profit. Most micro-businesses grow, 
not through any major pre-determlned strategy, but by Incremental 
development of customers and markets. 

A framework for the Ualner ar^ owner-manager's consideration of 
the potential for, and process of. growth is described in Exhibit 4.7. 
It is broadly divkjed Into: 

- An evaluation of the base performance of the business 

- An evaluation of the potential of the business to grow 

- The plan for growth 

The base perfonnance of the business can broadly be evaluated 
using the frameworks of marketing, operations and financial/ 
management control described earlier In respect of maintaining 
the business. 

An evaluation of the potential for growth focuses upon: 

- The availability of resources In the businv-^ss including finance, 
labour, capital and machinery, premises and managerial and 
supervisory slack. 

-The Ideas base of the business, measured in terms of the 
number of new product Weas researched and developed and 
at an appropriate stage of development. 

-The leadership base of the business in terms of style of 
leadership, degree of delegation, strength of the management 
team, degree of functionallsm In the business and personal 
capability, ambition and goals of the owner-manager. 

- The control base of the business - how well it is monitored. 

- The experience base of the owner-manager and his team in 
terms of: range of marketing experience outside of local areas; 
experience of product diversification; experience of research 
and development; experience of raising finance, experience of 
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moving locations, and experience of different production and 
process technologies. 



It has been argued earlier, that most planning in the small business 
will focus around specific projects, for example new product or 
market development. Such a plan will have as its key components: 

- A clear statement of a proposed new product or market venture, 
including the needs that are being met, customers, evidence of 
customer acceptability, size of market and ability to enter the 
market. 

-A statement of the existing ability and background of the 
management team and company performance to date. 

-The resources required for the new venture Including the 
estimated scale of production and indications of where, how 
and from whom the resources are to be acquired. 

- The way in which the market is to be entered, the sales plan 
and the marketing mix to support it. 

and finally 

-The financial forecast, setting out clearly sales and profit 
forecasts along with cash flows. 

The framework described above provides the basis for training in- 
tervention in support of growth. Overall, it can be used to allow the 
would-be growth business to explore its present position, its 
potential and its plan for growth, and to Identify areas for training 
support. For example, there may be training needs in respect of the 
ability of the business to achieve satisfactory basic performance in 
the marketing, operations and financial areas. There will be a need 
to explore the ability of the manager(s) to develop and utilise the 
potential of the business to grow by improving its control systems, 
Identifying its resource requirements, developing new ideas, 
diveloping its leadership and management team and building 
upon its existing experience, while making up for its lack of 
experience in other areas by new learning. Finally the production 
of a business plan can be supported by the trainer for use, both by 
the business Itself, and in Its dealings with the relevant environ 
ment, such as banks, government departments, customers, sup 
pliers etc. 
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EXHIBIT 4.7 



The Small Growth Business 
The Three Stages of Appraisal 



THE PERFORMANCE 



How good is the company's current perfomnance? 


A 


in the Market? 


In Production? 


In overall financial 
and profit terms? 



THE POTENTIAL 



How strong 


is the company's base potential for growth? 


B 


Resources 
Base 


Experience 
Base 


Leadership 
Base 


Control 
Base 


ideas 
Base 



THE PROJECT PLAN 



How sound is the specific growth project plan? 


C 


The 

Objectives 
(Targets) 


The 

Market? 


The Scale & 

Resource 

Requirement 


The Ability 
and 

Commitment 

— .1 


The 

Financial 
Projection? 

I 
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Small business trainer competency check 9 
Ability to Assist Small Growth Businesses 





High Low 
12 3 4 


Ability to undei^tafMj 
basic framdwofk for growth 


n □ □ □ 

L— J l_J L«J 


Ability to undertake basic performance review 
and training in marketing, operations and 
financial/management control 


^^^^^ F""*^ f^"^^ f*^'^^ 

□ □ □ □ 


Ability to ur^ertake reviews of 
resource/potential 


□ □ □ □ 


Ability to undertake review of 
leadership potential 


□ □ □ □ 


Ability to undertake reviaw of 
ideas potential 


n □ □ □ 


At^lity to undertake review of 
control potential 


□ □ □ □ 


Ability to undertake review of 
experience potential 


□ □ □ □ 


Ability to develop business plan 


□ □ □ □ 
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Belgium 



Project Manager for Small Business 

This Is a business programme for those who are unemployed or 
those facing unemployment. (The course can also be us^ for 
Pre-start-up training for ttie unemployed.) It Is available to both the 
French speaking and Flemish speaking community. It is operated 
through the vocational education centres throughout tfie country. 
The aim Is to combine training with placement of the unemployed 
In small bi»slnesses to manage projects or solve problems as a 
form of action learning. It is hoped that, by this means, the 
unemployed will find a job due to contacts with small businesses 
during the programme. The programme Is open to any unem- 
ployed person: ttiere are no age restrictions and no previous 
working experience required. 

The programme consists of four weeks of theory, then ten weeks 
iuring whidi four days of eac^ week are spent in the small 
business and one Jay In the vocational centre, and finally an 
overall five to six months of field work. 

The programme is sponsored by Vocational Educational Centres 
and by the Ministry of Emptoyment and is run right across the 
country. There are two programmes a year. The evaluations 
incficate that over one third of the placements find a Job in the small 
business where they do their field work, and the remainder find 
Jobs due to contacts with other small businesses during the 
programme. 

Contact: National Employment Office 
(Office Nationale D'Emploi) 
Hoofdbestuur RVA/ONEful 
Keizerslaan 7 
1000 Brussetis 
Tel No. 02/513.82.80 
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Denmark 



Counselling Support Programme* 

The Programme allows iw counselling at sid>skiised rates for one 
year Isefofs the start of a production orientated company, to three 
years after the company has started. The programme is open to 
industrial compani^ not older than three years. It is sponsored by 
the hfinistry of Industry and operated through the two Technology 
Institu^ in Denmark, it has over 600 dients a year. 

The scheme can be interpreted in different ways. For example, it 
was used to enable someone to acquire a production company, 
selling shoulder pads to the clothing frade. Someone who owned 
a small shop was enabled to move into im&stry, taking over a 
Company wKh a turnover of K300.000 a year. The participant has 
to pay only 25% of the Consultant fees, the remainder beir^ paid 
by the Danish Minister of industry. Consultancies are available on 
a wkie variety of topics. For examj^e, in the case of the firni 
li^udng shoukler pads, ^e consultancy focused not only on the 
acquisition of the company but on fadlitating the export of its 
products. In the case of this company, the turnover has risen from 
K300.000 in 1984 to over K5.000.000 in 1987. 

Contact: Mr Thoridid Bjerremand 

Juttland Technological Institute 

Teknologiparken 

DK 2C00 

Aarhus 

Denmari( 

Tel. 142400 

' This scheme is also open to pre-Start-up and Starters. 
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France 



HEC Entrepreneurs 

This programn^ is run at tiis l-lautss Etudes Commerdales 
(HEC). a m^or business sciiool in France with support of the 
Chamber of Commerce erf Paris. It is aimed ai College Graduates, 
or people over 24 without a c^ioma but with over two years 
experience as man^ry staff. It is also ofm to HEC students in 
tfreir thiid (fimri) year. The programme aimed at raisir^ the level 
of capability of SMEs and/or their s^stants. It a>vers four temis. 
The first tenn focusses on accounting and finance, with fieldworic 
concentrating on i)oth start-up and business take-over. Teams 
are supervised by experts. The setxjnd tenn Involves a full time 
period wortdng as a mana^ or on a start-up or a real take-over. 
The third tenn implies acting as a consultant in management 
devetopment wHth a one week period in a retail store, supple- 
mented by various seminars and ccmimunication and negotiation 
exercises. The final term invoh/^ working on some a^ct of a 
research tiieste. Thus, following this programme, it is possible to 
obtain an HEC Diploma and a Masters Degree in Entrepreneur- 
ship (1 year after graduation). The programme is organised by 
HEC faoilty, complemented isy professionals and experts with ex- 
perience in SME consulting. It operates in Jouy-en-Josas near 
Paris and will be introduced into nine otiier sites in 1 990. The fee 
totals Fr.20.000 but Paris Chamber of Commerce and public 
funding is available. It covers some forty students at HEC. The 
programme being extended with tiie help of the intemationai 
Foundation of Entrepreneurs. 

Contact: Monsieur Robert Papin 

HEC - Majeure Entrepreneurs 
1 Bd. De la Liberation 
78310 Jouy en Josas 

Also 

Fondation Internationale des Entrepreneurs 
127 Rue de la Tour 
75116 Paris 
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Germany 



Advanced Course Innovation Management and 
Innovation Workshop by the Technical University Berlin 

From ail over Germany, "fresh" graduates of economics, technical 
and natural sciences, as well as students in their last semester are 
encouraged to apply for the programme. From the ap^icants, 30 
students are selected on the basis of ^eir educational back- 
ground. The course serves as preparation for real business life, 
for the devei(^ment of management abilities, and for improve- 
ment of the chance for successfully becoming independent. 
Since today's market is characterized by rapid technological deve- 
lopment and increased competition, effective Innovation manage- 
ment has become crucial. 

During the summer semester each year since 1987, the university 
offers an intensive, 16-week advanced course in innovation 
management. Students attend the course full-time. Lectures are 
combing with workshops, case studies, and two major practical 
projects, in September, during iecture-free time, an additional 
three-week innovation workshop takes place, in which students 
are organised in two teams with an adequate mix of educational 
backgrounds, in order to work on two practical innovation projects 
in an interdisciplinary fashion. 

The content focus of the advanced course is on innova/on 
management in general, new technological developments, organ- 
isational development, strategic planning, realisation of specific 
innovation projects, project management, marketing, financing 
and controlling, technological transfer, creativity, presentation 
and moderations, effective communication and leadership, as 
well as on the solution of conflicts and crises. Participants apply 
their ttieoretical knowledge i^ctically by performing innovation 
management projects and tasks for cooperating enterprises. At 
the end of eadi project, the students' success is evaluated by a 
jury consisting of representatives of the participating firms and J 
.rainers and lecturers. 

Materials used are the most modem available. Simulation games 
are employed extensively and controlled by experts. Lecturers are 
experienced managers, professional consultants, and professors. 
ITie experts come from well-known enterprises - Siemens, Schering, 
Daimler Benz. IBM, Arthur D. Little, Boston Consulting Group, and 
Deutsche Bank, among others. The experts have to have the 
ability to kJentify needs and customers, to develop appropriate 
programmes, to deliver programmes effectively, and to evaluate 
and control them. 
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The lectures take place at the Technical University Berlin. Follow- 
up is offered twice a year by (^tinuing education seminars over 
several weekends. There, experts, along with the participants, 
develop practical innovation management strategies and con- 
cepts which satisfy actual needs of the participants. 

The programme is marketed by advertisements in student-maga- 
zines, by notices to universities ail over Gemrtany, and by brochu- 
res, it Is a model-programme financially supported by the Federal 
Office ^or Education and Science, tfie Berlin Senator for Science, 
Research and Development, and several other sponsors. Costs 
over three years amount to appr. DM 1 .5 mill. . Each participant 
is charged a fee of DM 120 for materials, ciss studies, etc. 

Contact: Technische Universitat Berlin, 

Facht^lch 18, Inst, fur Betriebswlrtschaftstehre, 

Modellversuch Innovationsmanagement, 

Prof. Dr. Volker Trommsdorlf (Tel.: 030-314-2266), 

Fasanenstr.4/Sekr.FA 9, 

D-1000 Berlin 12. 



Guide No 4 



271 



Anr>ex2-5- 



Greece 



Programme for Manufacturing Co-oparatives 

This programme is run by Eommex. the IHeienic organisation of 
smati and medium-sized industries and handicrafts. It is targeted 
upon industrial co-operatives formed by small manufacturers. 
These co-operatives suf^ certain services to their memt)ers. 
including purchasing aind supply of raw materials, joint production 
and joint marketing. Kuwever. a major obstacle to the develop- 
ment of tfie co-operative concept is the lack of well-trained man- 
agers. The programme aims, therefore, to cope with this. The 
programme starts with a selection of suitable candidates whose 
nun^er does not exceed 20. These are usually graduates of 
higher education with some experience of business management 
and with the personality and leadership qualities required. The co- 
operatives themselves (those who supply managers) are involved 
in the training procure. 

The training programme is provided for a period of sixteen weeks 
and takes place t>oth in the classroom and on-the-job. 

An interesting innovation is that, apart from the training of the par- 
ticipating managers, special short training courses are designed 
for members of the board of the co-operative, iri order to sensitise 
them to the vaiue of good management and to prepare the ground 
for the introduction of nswiy trained managers. The dassroom 
content of the course not only includes input on the nature and 
structure of cooperatives in their socio-economic environment, but 
also on management skills, such as communication techniques, 
introduction to computerised information system:?, and the man- 
agementof productdevetopment and marketing. Following course 
completion, regular meetings are encouraged of course partici- 
pants with a view to encouraging them to implement new ideas and 
share problenrs. 

Contact: Mrs S Chronopoulou 

c/o Eommex 16 Xenias Street 
11528 Athens 
Telephone No. 7702636 
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Greece 



PAVE-Business Dsveiopment Programmd 

This programs is co-ordinated by the Grsek Productivity Centre 
(ELKEPA). This a pro^mme that has been transferred to 
Greece from Ireland, where it was oHginally organised by the Irish 
Management Institute (IMI). The (^ogramme is also su{H>orted by 
a number of banks and other Institutions. It fooises on the owner- 
manager of a medium-sized manufacturing company, its aim is to 
assist entrepreneurs who wish to devek^ their firm profitably. The 
course helps the participants to Improve their knowledge and their 
ability to find new customers, new markets and products. And they 
are assisted in ttie drawing up and implementation of marketing, 
financial and production plans. 

The programme is limited in the number of participants to twenty 
and pays careful attentk>n to the selection process. For example, 
competitors are not allowed 'nto the group. During the fifteen 
month programme, every partic^ting company has from one of 
the best consultancy firms in the market at its disposal once a 
month for the entire working day. The consultants assist the par- 
ticipants todraw up and apply theirbusiness plan. During the same 
perkxj (of 15 months), the group is gathered together for two 
consecutive days every mcxith in a hotel where a workshop is 
undertaken. In the evenings, distinguished speakers are invited to 
discuss their area of expertise with group participants. 

Participants are expected to share part of the cost for running the 
programme, in sonw cas^. participants may dedc^ after complet- 
ing the programme, to join a trip abroad in order to make contacts 
with foreign business persons. In tiiis case, they are expected to 
bear the full participation cost. The programme is run three times 
a year, and is currently restricted to certain parts of Greece. 

Contact: f^rs M Kandilorou 
do Elkepa 
Kifissias Ave 
Pamassou 2 
15124 Maroussi Athens 
Tel. 8069901-9 
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Ireland 



Business Deveiopment Programme 

The major programme in this area over the past ten years has 
been the Irish Management Institute Business Development 
programme. 

This programme is designed to help small businesses with the in- 
gredients iikeiy to make them capal^e of growth, to achieve it in 
a pkmned and profitid>ie way. Covering a period of eighteen 
months and based on monthly, twoHiay worksh(^ backed by in- 
company counselling, this programme has played a significant 
part in helping the development of indigenous companies over 
the whole spectrum of Irish indusUy. 

In the past two years, the programme has spawned a new 
programme, based on the proven techniques used by the Busi- 
ness Development Programme. The Export Develop*nent Pro- 
gramme for Small firms is an eievan-montti programme, now in its 
second year and has aUreaxfy proved its effectiveness in helping 
small companies to make the difficult transition from home to 
export sales. 

Contact: Mr Chris Park 

Irish Management Institute 
Sandyford Road 
Dublin 4 

Tel. 353 1 983911 
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Italy 



Owner-Manager Training 

This is a national programme of training for nnanagers of SME's. 
the origins of which .vera the FORMAPER Programme of the 
l\4ilan Chamber of Commerce. The target te the owner-manager of 
small manufacturing Industry with 10 to 100 employee. The 
courses are orgwteed at local level, based on 'round tables' of 1 0 
to 12 entr^ireneurs factories are located In me area. The 
municipalities of the industrial assocations supply the logistic 
means of ctei^roon^ libraries etc. 

There are now 40 Chambers of Commerce in My operating this 
programme, whldi has a weelUy three-hour meeting, but may taiie 
in total to 1 00 hours over seven months, it is estimated that the 
programme has covered 500 oompani^ in four years. 

The main contents of the programme are: 

- Seif^al^, aimed at identifying problems shared by mem- 
bers of each of the snnall groups. 

- Inputs from partiajiar ^dtional cOsc^iines. such as marinating 
and finance for each group according to the nature of the 
problems identified. 

-Twenty hours of free individual consultancy for each pariici- 
panL Eadi of tiie participants can invite one of the teacher 
consultants he has met during the programme to tackle a 
particular problem in Uie firm. 

Personal action {earning metiiod is the norm witii Uie teachers, 
being consultants witii long experience of the small business 
field. The programme is tied dose'y to a solution of company 
problems and. tiierefore. with ttie management of change. The 
programme was initially free, but participants must now pay $250 
per course. 

Contact: FORMAPER 
Via Brisa 5 
20123 Milano 
Tel. 2/85155422 
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Netherlands 



Enterprising Women 

The course is run by Women's Counsel which is an Independ- 
ent board of the NOV; this is an organization of employers 
especially directed at small and medium-sized businesses. 

The course is directed both at contributing wives and women 
entrepreneurs in not recently started enterprises. The course was 
started t>ecause it was noted that women in small and medium- 
sized businesses do not visit refresher courses regularly. Most of 
the courses for micro-businesses are only attended by men. An 
important reason for this is that women don't \M to be the only 
woman attendir^ a course. Another reason is the high price for a 
lot of courses. This course only -^sts f 1600. 

The course consists of general management subjects, together 
with taxation and legal subjects concerning women in SME's. The 
paiticipante are set the task to thinit about the application of the 
learned subject in their own company. 

There shouW be no more than 20 persons in every course. The 
duration of the course is 8 meetings spread over 8 months. At the 
moment only one course is running, but the aim is to organize the 
course in several regions. The group of participants is very 
heterogeneous, coverir^ several branches of industry, sizes of the 
business etc. Not all the subjects are of the same relevance for all 
the partic^ants. 

Marketing is done by advertising in the magazine of the Women's 
Counsel, in magazines of different branches of industiy, and in thn 
man<uine of the Chamber of Commerce etc. 

The results of the course are very positive. Participants experience 
an increase d their knowledge and ieam a great deal from the 
experiences of other participants. In the long run, the Women's 
Counsel does not want to keep the course exclusively for women. 
They prefer to havu 50% men and 50% women in the course, as 
long as this will not deter women from participating. 

Contact: Women Counsel NCOV 
Treubstraat 25 
2288 EH Rijswijk 
Tel. 070-992722 
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Portugal 



FIEQ- Training and Company Integration of 
Cadres 

Thte progranune, run almost un^tsm^tecHy since 1979. promoted 
by iAP^^I togt^ther with the Ministry for l.abour. now through lEPF 
• Instituto de Emprego e Formacao Profissional 'Professional 
Tralnlr^ ar%l Empioymsnt Institute). Is espedally directed towards 
fresh gradua'^ in engineering, economics and business 
management As one of the tiasic ot}]ectives is the insertion of 
these profas^ais in companies, the selection is directly made by 
SMI management. 

It was conceive with two main purposes: to reinforce the technical 
capacity of two main purpose at a low cost to reinforce the 
technical capacity of SMI man£^ement at a low cost e^>ecially of 
those companies with no Mtion In hiring graduates and, at the 
same time, to give an oppor^nity to young graduates to have 
access to practical life. Each year. SMI are Invited to }oin the 
Programme, defining ttieir casire needs. A list of selected compa- 
ni^ is made pubii'^ in onter to allow the candidates to contact 
them and be selected. Three different groups are then formed, 
based respectively In Oporto, Coimbra and Lisbon. For some 
years, eadi group of graduates undertook c room training period 
of 3 to 4 weeks, foltowed by an In-job tmining period in SMI lasting 
6 months. The current system has a less theoretical approach, 
being based on a tutored traineeship within the companies. 

After an in^oductary seminar of 5 days, directed towards the 
general problems of management in SMI and human behaviour in 
work conditions, the graduates are sent to iheir enterprises 
where iheir" tutors, together vm the person responsible for them 
in each company, define the training period plan. This training lasts 
6 months with 3 interruptk>ns of 2 days each, dedicated to discuss 
concrete problems of trainees and, if necessary, to present a 
theoretical approach to those problems. A final meeting is held to 
evaluate the work done within the companies and to submit the 
final reports. The trainees are then entitled to a certificate. 



5 days 



2 days 



2 days 



2 days 



2 days 



(a) ^.5m. (b) ^.5m. (j,) 1,5 m. (b) 1.5 m. (c) 

a) b) c) 

Seminar Discussion Evaluation 

Problems In SMI, Theoretical approach Presentation of final 

Human behaviour to concrete protriems reports 
under work conditions 
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During the training period, each trainee is visited once a month by 
his tutor to discuss concrete problems. During these meetings, 
trainees are provide with bootdets on legislation, incentives and 
management techniques. 

Tutors are expected to have a deep knowledge of SMI problems, 
such as marketing, finance, personnel, etc., and to be able to 
equate and discuss the practical problems presented by the 
trainees. 

The companies are located all over the country, but for practical 
purposes three centres have been created - Oporto, Colmbra and 
Usbon - to supervise the three different zones. 

The marketing of the programme is done by direct mailing and by 
personal contacts made by the technical teams of lAPMEl and 
lEFP. 

The best evaluation criteria is the percentage of definitive employ- 
ment of bainees. which shows an annual average throughput of 
the programme of 132 t}etween 1981 and 1988, with a 60% 
integration of trainees into the companies. 

The programme has been jointly funded by lAPr^EI and by the 
Ministry for Labour, now through lEFP - Institute de Emprego e 
Fonmacao Profissional (Professional Training and Employment 
Institute) on a 50% basis. 

The trainees receive a monthly allowance equivalent to twice the 
National Minimum Salary. 

Contact: lAPMEl - Instituto de Apoio Pequenas e Medias 
Empresas e ao Investimento 
Rue Rodrigo da Fonseca, 73 
1297 Usboa Codex 
Telephone: 52 54 19 
Telefax: 56 37 53 
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Spain 



Promotion of Design In SME's 

This programme Is run by the Chambers of Commerce, and 
commercial organisations supported by the National Employ- 
ment Institute (INEM). it is being piloted in the province of 
Barcelona, Catalonia. The target group are Directors and staff of 
small and medium enterprises. 

The aim is to increase the potential for design learning activities 
in SMEs. To achieve this goal, a number of steps have been talten. 
These include the contracting out by the National Employment 
institute to professional consultants in design. In addition, work- 
shops have been mounted by manners in the Chambers of Com- 
merra to discuss and improve design materials and E^proaches 
for the companies in each sector. Presently, incentives are being 
given for programme development by means of courses (seven In 
the first year), aimed at training specialist in design. Of the 46 
specialists who gr^uated from the course in 1988. 24 have 
already been contracted to develop in-oimpany approaches. 

This is a highly innovative programme, aimed at complementing 
new design activities with foiiow-up support over a period of one 
year. 

Contact: INEM de Barcelona 
Via Layetana 
16. e** 

08003 Barcelona 
Tel.: 315 30 62 
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United kingdom 



Firm Start Programme 

The Firm Start Pn^ramnie Is aimed at helping those who are 
staiHr^ a business with potential, or who are managing a business 
in the first three years of development. The course is run at a 
nuiT^r of cen^ tiiroughout the UK with Training Agency 
support. The Programme is particularly aimed at helping people 
to get into business and survive and grow. Participants are 
usually those who already have a business In the first three years 
of trading and have a target of employing over 1 0 people, or aim 
to have a turnover of over £250.000 after the first three years. The 
Programme is mn part-time over an extended period of up to 26 
weeks. Different models are formed throughout the UK. Compo- 
nents are: a short residential period, aimed at encouraging parti- 
cipants to take a dose look at their tHisiness with tutors; a further 
reskiential period, aimed at addressing the most important busi- 
ness management issues that oome out of the strengths and 
weaknesses profile; and a follow-up of several modules on a non- 
reshjential basis, aimed at developing an understanding of the 
skills needed to implement an action plan for the future survival 
and growth of the business. Skills are developed In workshops by 
group work and seminars. And the programme is linked with 
indivkiual counselling by experienced counsellors. Interaction 
witfi participants is encouraged. 

The Programme covers ail aspects of basic management skills, 
including marketing, market research, advertising and promotion, 
financial planning and control, recruitment, computers, costing 
and pricing, obtaining finance and planning for growth. The 
Programme is wholly, or substantially funded by the Training 
Agency. 

Contact: Training Agency 
Moorfoot 
Sheffieki SI 4PQ 
Tel.0742 753275 
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Luxembourg 



Continuing Training in the SME Sector 

At the level of the continuing training of self-employed crafts- 
men antf tlte\r dose osHaboretors. 
For more then 30 years, the Chamt)er of Trade has t>Gen organi- 
zing continuing training (KHjrses, through its Centre of Promotion 
and Research, for o^m^n engaged in seif-employed activity, 
personnel employed in craft Isusinesses and, in general, aii crafts- 
men emf^yed in otfier private sectors of the economy and in 
varioi^ pt^ilc services. The programmes of these continuir^ 
training courses cater for the needs and proposals stemming 
direcfiy from professionei drdes, new methods of work and 
business organization, new technical process and equipment, and 
economic and technological development These courses consti- 
tute the essential opportunities for continuing training offered to 
entrei^reneur craftsmen and their close collaborators in the Grand 
Duchy of tmxembourg. 

At the level of the continuing training of tradesmen and their 
close collaborators. 

Since its esWishment in 1977. the continuing training depart- 
ment of *he Chamber of Commerce has been involved in the or- 
ganization of seminars, crash courses and conferences for heads 
and senior managers of SME's in the field of commerce and in the 
hotel and catering trade. With respect to the subject dealt with in 
the seminars, relativeiy dear preference of both retail and 
whoiesaie traders ^ be observed for subjects related to adver- 
tising, expansion of turnover and personnel management. Among 
the more technical subjects, particular interest has been shown in 
problems relating to finandal and commerdai business manage- 
ment, labour and sodal legislation, etc.. All these seminars and 
conferences are accompanied by official courses, giving access to 
the occupations of road haulage or passenger transport operator, 
driver of vehides loaded with dangerous substances, crash 
courses for future traders and drinking establishment operators 
and continuing training courses for dedarants at customs. 



Contacts: Chambre des metiers 
41, rue Glesener 
L-1631 Luxembourg 
Tel.: 40 00 22-1 



Cnambre de commerce 
7, rue Alcide de Gasperi 
L-1615 Luxembourg 
Tel.:53 58 53 
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This Guide is one of a series aimed at covering various aspects 
of trainer and organiser competent for support of small business 
initiation and development. The series includes: 

- A Guide to tha genera! competenr^ required of Trainers and 
Oiganisers of small business programmes. 
-A Qukie to Trainer competency for stimulatiri>g Pre-start-ups. 
•A Guide to Trainer competency for stimulating Start-ups. 

• A Guide to Trainer competency for assisting small businesses 
(having under 50 employees). 

• A Guide to Trainer competency for assisting small businesses 
to cope with the Single European Market of 1992. 

A short introductory Booklet is available, setting out the overall 
objectives of the Guides and how they might be used. In addition, 
a brief biblii-graphy of Enterprise training material avaifabte in 
various community countries is provided. 
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Preface 



SMEs are a very ifT^K}rtant element of the European economic 
and socy area whidi is in the course of construction, and would 
be better equ^ped to perform their rote if they were to demonstrate 
t>oth solidity and fiexibiiity. In order to do so, they must be 
manag«i In the best pc^sibie manner. The improvement of the 
qualifications of owners amd managers of these enterfMlses is thus, 
a major dialienge. The Member States cannot ignore this fact, and 
the Community Action Programme in favour of SMEs takes this 
into account in its general orientation. 

The improvement of the operational at^lities of small and medium 
enterprises in the Community, allowing them to seize the oppor- 
tunities available as a consequent of the Single Maritet, is the 
(^jective assigned to the Commission of the European Communi- 
ties. 

Recent initiatives for ttie "Preparation of small and medium enter- 
prises for the Europe of 1992" (1 ) are evidence of the crucial role 
of the training of owners and managers as seen from this perspec- 
tive. 

The overall objective of this series of Guides is to help improve the 
supply of training for smaii tnisinesses in the EEC. We recognise 
that presently, this supply falls somewhat short of needs and 
perhaps even fails to meet effecth^ demarxl. The challenge to the 
supply side therefore, is to convert needs into demands and to 
meet these effectively and efficiently. This is critical if SME's are to 
bo 3ncouraged and supported to \ake hiW advantage of the Single 
Eur jpean Market by 1992. 

V ^ f acognise that throughout the community there is already an 
exif nsive supply offer and there are numerous manuals and 
gu des for those wishing to start small businesses or develop 
th ^m. We also recognise that the term small business embraces 
rv any millions of companies of different types, with very different 
learning needs. We have not therefore attempted to produce yet 
another manual for we do not believe that this would contribute to 
closing the gap. 

These Gi 'des are based upon the belief that the Key to closing the 
gap Is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should have all the entrepreneurial skills requi- 
red to reach the owner-manager and his staff with their services. 
And they should be able to practise all they preach in terms of en- 
suring that the training product is carefully geared to the needs of 
specific groups of consumers. 

1) Preparation of smati and m«*um -aized entarprises (or the Europe of 1 992 - 
'Experimental training schemes 'SEC (88) i860 
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We hope the trainers and organisers will use the Guides for self 
and peer assessment and development, and indeed, that this 
manual may emerge as a t>asis for a training programme for the 
development of tfie competencies of trainers and organisers of 
small business throughout the Community. 

This guide, coming at this opportune moment, will serve to 
complement the efforts of DQ 23. It will no doubt be a valuable 
instrument for all tnose whose purpose is to make our European 
enterprises more aware of the Importance of the quality of their 
human resources as a means of achieving greater competitiveness. 

Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugene Muiler 

Memtser of the Management Board of CEDEFOP 
Luxembourg 

Conado Politi 

Deputy Director of CEDEFOP 
Berlin 
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Trainer competency for the challenge 
of the single european market of 1992 



The ovdrail ob|ectlve - maeting the challenge of 1992 

The creation of the Single European Market in the EC countries 
wiil result in new opportunities, new challenges and. in many 
cases, new protiiems for small and niedium-sized enterprises. 
New o(^)ortunities will arise after 1992 with the abolition of non- 
tariff barriers, leading to an overall enlarged 'home market' with 
more than 320 million Inhg^ttitants to whom products and services 
can be soM mme easily. Access to potentially less expensive 
finandal resources may t>e provided. More competition tietween 
large Insurance companies may offer better opportunities. The 
Single Maritet will also offer more chances for co-operation 
between companies across the member states of the Community. 

New challenges will come about. Isecause the Single Market wiil 
produce fnom intensive competition from other countries. Some 
areas of business, still strongly protected by national regulations 
and standards, will face a different situation when these regula- 
tions and standards are hannonised. 

The challenge to the trainer lies not only in the variety of changes 
that may take place but. even more importantly, in the widely 
different nature of the small businesses upon which these changes 
wiil impact. There will, therefore, undoubtedly t>e overall effects for 
the whole small t>usiness community resulting from the aeation of 
the Single Mari^t. but there will also be specific effects depending 
upon the: 

- Sector of Industry 

- location of individual companies 

- Unkages companies have with larger enterprises eg. acting as 
sub-contractors 

- Nature of existing company markets (whether they are in local, 
regional, national or international markets) 

- Extent of regulation in the sector in which the firm operates or 
wishes to operate, particularly in respect of standards. 

There are small firms in sectors of industry which, by their very 
nature, allow operation in larger maritets, eg. companies in 
industrial production, specialised handicraft, parte of the service 
industries - who will be more affected than those which are just 
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successful in the local environment eg. In construction, in local 
areas and in local service businesses. But. even those operating 
local service will be more affected by the Sir^ie Market in sone 
areas tiian others - dependlr^ upon where they operate, eg. 
companies whidi hav^ been located near to a border may face 
stronger challenges arxi also greater opportunities. 

The creation (rf tiie Single Market will also have different conse- 
quences for Afferent firms. d^)ending upon the d^annels through 
which tf»y market their products. Firms interading with la^e 
companies, (as sidi^n^actors for exarr^e), will be affected 
differently from those which deliver final products or services 
directly, or via spedalists sales agencies to the market. Sub- 
cmtractms will inoeaslnf^y find that their large customers now 
have opfK}rtunitles to find efficient and effective partners and 
suppliers. 

Those who have been the focus of the prevk>us gukies, namely 
those who may want to set up their own business in the future, 
those in the process of starting their own business, as welt as 
existing smaH businesses, wili all be affected by the creation of the 
Single Market Bi4 there will be different aspects of the change 
process. affectirH} ali three groups differently. 

For starters and pre-starters the scof^ for potential activities will 
be broadened in the future. New specialised business service 
companies will, for example, find even more business opportuni- 
ties ttian now. The (^rrent trend of large and medium-sized 
comf^nies buying servi^ from outside specialist firms - offering 
services which, in many cases, they formerly produced themselv 
- will go further. Opportunities in software provision, technological 
assis^ce and intemationai marketing support should grow. 
Starters will, of course, face the new rules ar^ regulations. There 
wilt also be enlar^ possibilities of finding new (and potentially 
cheaper) sources of finance. 

Already establtehed small businesses wili fa(» the major chal- 
lenge of gathenng information, teaming and adapting within a 
broader environment. In general terms, this will mean being more 
aware of competition, being more aware of the international 
components of their business activities, being more aware of new 
market niches that may emerge and being more aware of the 
need to meet internationalty acceptable standards. 
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The challenge to the trainer 



To sunnve the forthcoming changes In European business prac- 
tice and in order to prosper in the new environment many SMEs 
will need to analyse, plan and ^n for 1992. Unfortunately, most 
small operators lack the resources to undertake the kir^ of in- 
depth invest^atk>n of the Single Market which is currently taking 
place In larger companies. If SMEs are to recognise and avoid the 
problems that 1 992 will pose, and realise the full benefits that the 
Sir^le Market has to offer, they need to t>e: 

-made aware of the changes and implications of the 1992 
measures 

- encouraged to look at their company's strengths and vulnera- 
bilities in respect of these changes 

- assisted In tfie drawing up of a strategy to cope 

- trained in the necessary areas of action 



Training should be relevant, practical and inexpensive. Wherever 
possible, it should be sector or industry specify. 

The Independent nahjre of small businesses makes the delivery 
of training for the SME a potentially difficult process. Even those 
SMEs who could take considerable advantage of 1992 may not 
take up the challenge because ttiey feel: 

-their product may k>e unsuital:>le for other markete 

- they do not have the capacity to take on extra work and have 
no potential to make e<^nomies of scale 

- they do not have the personnel available to research interna- 
tional markets, sell in other countries, or to provide after- 
service care at a distance 

- they do not have the ability to fund expansion 

- any expansion would involve a loss of control 

For these and other reasons, a company may legitimately decide 
that an offensive strategy is inappropriate. In these drcumstances 
trainers need to encourage competencies within a defensive 
strategy or an actively neutral strategy. In a defensive strategy, 
training competencies will focus on: monitoring changes in the 
market - new competition, new products, new patterns of 
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cof^mption; ^commodat^ new technicai regidations: prBparing 
for fiscal changes; and considering potential problenis of margers 
araJ acqu^ons. A neutral strategy may be ^osen by soma finns. 
either because they feel (rightiy or wrongly) that the Single Martlet 
is not for ^em, or because they are not yet convinced that most of 
thedirectives will be passed. Even this type of firm requires training 
assistance: to cope with the problems of ^ange; to monitor the 
situation ^ new directives create new training needs; as weli as 
to deal with the tedinicai or fiscal changes. 

Whatever the strategy, owner-managers will only be able to decide 
what is best for their company when they are in receipt of the 
necessary toolkit' of training, which will enable them to make these 
vitai dedsions from a position of knowledge, rather than from gut 
reaction or intuition, both of which have been developed in a home 
market environment, rather than in the full blast of open European 
competition. This Gukje is designed, therefors, to he^ trainers to 
assist the would^ or existing SME (with under SO employees) to 
cope with the challenge of change. 
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Overall ability to monitor progress 
towards 1992 - the single market 



AH SMEs must come to temis with the fact tfiat in a very short 
time, they wili be part of a market of 320 miiiion people. To actiieve 
this m£^r diange in perception, attitudes must change. Many 
SMEs will increasingly need to think In European, rather than 
national temis and they wHi need. In the first instance, to keep 
at)reast of changes proposed in European business practice. 
They will then need to isolate the specific leglsiaticm which will 
affect their company and determine how they shouM respond to 
the new ^lier^e. The European Commission outlined its (M'o- 
posais in the White Paper of 1985. Some three years after its 
put>iicaUon. and half-way through the (sroce^, some companies 
continue to disregard the Single Market. Continued ignorance 
could prove costly. 

The legislation for completing the Single European market is a 
rolling programme wNdi is gradually t}eing implemented. Approx- 
imately a third of ttie 1992 proposals have already been agreed 
and enacted. The remainder of the programme is either under 
discussion or beir^ formuIsM by the Commission, within the 
framework of the 1 985 White Paper. The final shape of the Single 
Market may differ from ttiat which was originsdiy proposed. But 
since it is impossit>le to predict how individual proposals will fare 
when voted upon, any planning for the eventual outcome should 
encompass ail probabilities. 



Notes 



The Commission tme6 their 1 985 White Paper on the legislation 
whi^ would be required to achieve the free trade principles 
inherent in the founding diarter of the European Community • the 
Treaty of Rome (1957). In that document the free movement of 
go^. servtoes. ^ple and capital was envisaged but, some 
thirty years after the Community's establishment, the principle 
has yet to be realised. The Single European Market programme 
attempts to remedy that situation. The basic thrust of the propos- 
als concerns those changes which are needed if freedom of 
access is to be achieved throughout the Community. The near 
three hundred original proposals have been progressively re- 
duced to 279. They deal with all those areas which must be tackled 
if the Single Market is to become a reality. The original timetable 
was ambitious, it was based on the remainder of the Commis- 
sion's term of office, at ^e time when the document was drawn 
up. togetfier with an additional full Commission term of four years, 
it is now generally accepted that the programme will not be 
achieved by the target date of 1 992. That is of little consequence. 
It is not a programme dependent on the successful completion of 
ail parts. Some have already been passed, others will go through 
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before December 1992, and most of the remainder will be 
attempted subsequently. More important is the acceptance of the 
principles behind the kiea and preparedness to meet the changes. 

The Commission's proposals divide into three groups: 

- the removal of physical barriers 
• the removal of technical barriers 

- the removal of fiscal barriers 



The Removal of Physical Barriers. 

At the moment European Community citizens cannot move 
without hindranra within the Community's boundaries. Border 
controls currentiy exist to vet the o'edentlafs of people wishing to 
cross national boundaries and collect taxes on any items which 
they are carrying witti them. Passports must be carried and 
presented at border controls. Tlie Commission has proposed that 
these controls should be abolished. Further proposals would 
enable non-EC citizens to move freely witiiin the Community, 
having initiaily established tiiei^ suit^Hity to be admitted at an 
external C(mimunity a^ess point, in an attempt to (Sfferentiate 
between Community and non-Community citizens, a new Euro- 
pean passport has been introduced which, it is hoped, will also 
foster an enhanced European rather tiian national identity. A freer 
flow of irKfivkJuais will encourage the process of Europeanisation 
and facilitate business travel within tiie Community. The at)olition 
of border controls will significantiy affect the physical movement 
of goods between member states. The commission has proposed 
the abolition of transport quotas, prevalent in certain countries. 
The progressive reduction and eventual elimination of quotas has 
been proposed and agreed, thereby facilitating competition and 
ease of access. 



The Removal of Technical Banriers. 

Products and services are. in the opinion of the Commission, 
unjustifiably excluded from many Community marltets on tenuous 
technical grounds • a problem often encountered by SMEs. It Is 
the Commission's intention to allow free access to ail markets on 
the basis tiiat "what is sold in one Community country should t>e 
able to be sold in all other Community markets'. This procedure of 
mutual recognition shouki prevent past examples of blatant 
protectionism within the Community. To this end, the process of 
harmonising technical standards is already underway. Mandato- 
ry requirements, in tiie form of general levels of protection, are 
being agreed, leaving ttie detailed rules of their practical applica- 
tion to be drawn up by European standardisation bodies. 
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With services accounting for over 50% of the value added to 
Community QDP eat^ year, a common maritet for all services is 
deemed vital. Both road and air uansport are to deregulated. 
The Commisslwi Intends that finandai services should be traded 
Community-wide. The abolition of exchange control throughout 
^ Community is s^ei^fed to t^ achieved by 1 992. Thereafter, 
it wUI be possible for Community citizens and business^ (small 
as wen as large) to avail themselves of any of the banking, 
insurance or investment services which are currently offered 
within the EC. 

The Commission recognises that ^e move towards greater 
cofT^tition could be undermined if governments use state aid to 
fund uncompetitive Industrie and enterprises, thereby conferrir^ 
artifldal advant^ to some firms at thie expense of others. The 
Commission is adamant that corr^tition should be fair. In future, 
state aid sfK)uld only be granted to generate economic recovery 
or expect promotion. The Competition Directorate of the Commis- 
sion has opfKis^ unfair subsidies in the past and will be even 
mors valiant in the future. An enhanced competition policy could 
affect SMEs In either a positive or negative manner. 

The Commission also believes that peopie should t>e free to move 
to, and praise their trade or profession in, any Community 
country. The right to reside and work in another Community state 
will be fimiiy established If cunent Commission proposals are 
accepted by memlwr states. The right to practise a profession is 
also guaranteed, provkJing the indivkjual concerned can satisfy 
the requirements of the professional body in his/her new country 
of abode. In the fiekj of education, specific proposals have been 
put fonward on the mutual recognition of higher education dlplo- 
rnas which will allow free interchange t>etween academic institu- 
tions, provided the student In question has attained certain basic 
qualifications. The political Influence, which large corporations 
have used in the past to secure work and residence permits, will 
no longer be the competitive advantage that It once was. 

Public f^ocurement represents some 15% of Community Gross 
Domestic Product. This vital area wlli a!so be deregulated. In 
future, the majority of public contracts will have to be advertised 
In the Community Official Journal so that potential suppliers from 
all Community countries can tender. The qualifying thresholds on 
contracts has been lowered and four previously exempt Industries 
- energy, water, transport and tele-communications - will now be 
included by law. There could be considerable Impact on small sub- 
contracting companies if major contracts change hands. 

Company law has also been addressed. Proposals have been 
put fonward dealing with: the duties and liabilities of diret tors; the 
power of general meetings; the rights of shareholders; the 
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preparation of annual accounts and the liability of auditors. 
Workar participation alor^ the lines of current German practica 
has besn located, together witfi the propt^ed establishment of 
a European comipany under Community law. An optional form of 
company has also t>6en suggested. A European Economic inter- 
est Grouping (EEiQ) would allow small and medium-sized con^- 
nies to co-(^}eFate at European level« wiUiout sacrificing their legal 
and economic independence. Employment would be limited to 
500 people and, since an EEiQ would be a partnership, memtjers 
would have joint and several liability for debts. A 'grouping' could 
be used for research and development, sales promotion, tender- 
ing for public contracts, joint purchase of raw materials or the 
pooling of sendees. 

A Community Patent Office has already been established in 
^/Hjnich. A successful application to this institution will enable a 
company to secure patents for ail Community states at tlie same 
tinre. The saving in terms of time and cost can tB considerable, 
espedaliy for the small con^)any. The Commission believes that 
a Community Patent should be Instituted and a Trademarit Office 
be established on the same basis. 



The removal of fiscal barrlera 



The Commission maintains that different national rates of VAT 
aiKj excise duty encourage cross-border tr^, thereby ensuring 
trade distortion. Harmonisation of irKilrect taxes has always been 
a major objective of the Community. The princ^le was enshrined 
in the Treaty of Rome t>ut has never been realised. The approxi- 
mation of VAT rates and the hannonisation of excise duties has 
been proposed in the Single Market programme. The Commis- 
sion argues that the different levels of national indirect taxes are 
reflected in the final prices of goods and services. Because those 
taxes vary so markedly, the final prices of outputs are unfairly 
increa<%ed in the case of member states where tax levels are high. 

Since border controls will t>e abolished if the Commission's pro- 
posals for the removal of {^yslcal twriers are implemented, the 
opportunity to collect tax will disappear with their passing. Logic 
dictates that with border (^trois removed, tax alignment must 
follow. However. VAT must still be levied. Consequently, if the 
European Community is to become a Single Market, VAT must be 
levied on the same t>asis as currently applies in national markets. 
In future, VAT will t>e levied on all transactions within the Commu- 
nity. Tax exemption on 'exports' will cease. 

Trainers must be able to monitor the Single Market legislation if 
they are to help SMEs deal with 1 992. They must be acquainted 
with the basic facts, as presented in the 1985 White Paper. And 
they will need to keep abreast of progress of the 279 directives. 
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As they monitor, they should be conversant with tiie iikeiy effects 
of that legislation on SMEs. To achieve this, they must i>e in 
contact with trade associations. Chambers of Comn^rce and 
other sources of detaiied infonnation and anaiysis on sedors of 
interest to them. An effective trainer should, then, be able to deliver 
the information that an owner-manager requires, be able to obtain 
it within a reiativeiy short time, or signpost to an efficient source. 

Broadly, the kinds of changes that the trainer will need to monitor 
are set out in Exhibit 5.1 under seven key headir^s. It is from 
these that his/her competencies are derived. 
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EXHIBIT 5.1 

The 1992 SME Checklist * Signposting to Ctianges 
ATM Oiangos relating to 



PRODUCTS AND PRODUCTION 



SALES AND MARKETING 



Diff9nmtiat«d products 
EocNwntos of scato 
Manuf^uring location 
Now i^nt and oquifmiont 
Tochnk:al standarcfe 
Rososrh and dovolq>mont 
Patents and tr£^marks 



DistrSHition diannete 
Prtmictfbn and sdvortisir^ 
Mark^ resoarch and information 
Now maifcot opportunitios 
Padu^iing 

Dosign requ^monts 
Consumar pattoms 
PuUic proc^remont 
Prica strudure 
Quality requiremonts 



FINANCE New sources of (inanco 

W(^irQ capital 
Indirect taxation 
Grants ami state aid 
New mur^ oS Insurance 
EnhanMd bankb>g needs 
Export insurance 
New currenctos 



PHYSICAL MOVEMENT OF Removal of customs barriers 

GOODS Deraguiated transport 

Single Administrative Document 
Transport cost reduction 
improved transport links 



New materials requirement 

New suppitors 

Sub^contrading 

Tran^>oit servk^es 

Public purchasing opportunities 



1992 Project Champion 
Communicatbns 
(X)cumentation 
Company law 
Cre<St control 



HUMAN RESOURCES European culture 

Languages 
Wc^er p&iticipation 
Training 
Personnel 



PUBUC PROCUREMENT AND 
COMPANY PURCHASING 



COMPANY ADMINISTRATION 
AND LAW 
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Overall 1992 SME trainer competency checklist 



Ability to Monitor, Signpost and T^ln for Key Areas of 
1992 Changes 





High Low 
12 3 4 


1 . Ability to rmnitor, signpost and train for 
change relating to i^^ucts atvi production 


□ □ □ □ 


2. Ability to monitor, signpost and train for 
c^ar^es relating to sales and marketing 


□ □ □ □ 


0. MC^iiijr w fiiQniiQr, ofQnpuDi ano irain lur 

dianges relating to finance 


1 — II — 1 r~i 
U LJ U U 


A AHiiitw tn irmni^ftf einnnnct onH train fnr 

Changes relating to ph^cai movement 


1 1 I 1 1 1 1 1 

u U U U 


5. Ak^lity to rrwnitor, signpi^t and train for 
dianges relating to procurement and 
purcfiasing 


□ □ □ □ 


6. /^lity to monitor, signpost and train for 
changes relating to administration and law 


□ □ □ □ 


7. Ability to monitor, signpost and train for 
changes relating to human resource 


□ □ □ □ 
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1. Ability to monitor, signpost and 
train for changes relating to 
products and production 



The com^^etion of the Single Market will not produce a hc^oge- 
neous market Some products wlil travel' as ttiey are, tnjt their 
number will bQ relatively small. Many products will need to be 
dfferentiated to achieve market penetratton. Trainers must be 
able to advise SMEs on Euro-acceptability and show where 
market nidies exist. They also need to distinguish those products 
where differentiation is possible. 

Expansion for some SMEs may mean relocation of facilities. 
Owners will need to examine limitations of existing assets and be 
able to assess the potential of new sites to improve access to 
Community markets. 

The introduction of new technical standards or product differen- 
tiation may involve the purchase of additional or replacement 
equif»nent. New health and safety requirements may also affect 
the usefulness of exiting machinery. Specific directives are 
already tabled in shipping, construction and agriculture. 

All products will be covered by new regulations, ensuring they 
reach basic health, safety and environmental standards. They will 
also have to comply with technical details established by two 
major committees - CEN (the European Committee for Standard- 
isation) and CENELEC (its counterpart for eiectrotechnicai prod- 
ucts. Complying with these regulations makes products eligible to 
carry an 'EC mark which will allow sale in any member state. The 
European standard will replace any individual national standards. 
Bilateral agreements for testing and certificatk>n are in the pro- 
cess of being worked out. Directives have already been agreed 
for toy safety and pressure vessels, while construction products, 
medical devices, measuring instruments, electro-magnetic appa- 
ratus and personal protective equipment are imminent. Trainers 
need to be aware of these changes and able to advise on their 
technical implications. 

SMEs are increasingly disadvantaged in Research and Develop- 
ment in an environment of higher costs, shorter product life and 
more hi-tech products. To compete against the multi-nationals, 
many SMEs will need to explore how to share research costs 
through collaborative ventures with other finns or with Institutes of 
Higher Education. Eleven articles of the Single European Act 
provide a structure for Community Research and Development. 
This 'Framework' covers twelve main areas of research through 
programmes such as ESPRIT. RACE, BRITE, EURAM, EUREKA. 
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DRIVE, DELTA and JOULE. Trainers wil{ need to keep abreast of 
these. 

SMEs suffer from the cSfferences in Inteileduai property laws 
throughout the Comnrunity. The e^ablishment of a Community 
Patent Office in Munich wiii enable a successful applicam to 
obtain a patent in each member state simultaneously. A Commu- 
nity patent do^ not ^rentiy exist but that situation is expected 
to change shortly. Likewise, a Community trade mark has been 
pr(^>osed. This may involve the purdtase of ackfitionai or replace- 
ment equipment, as wm the introduction of revised technical 
standards. Trainers shouU be aware of existing regulations and 
be preparing for the implications of the imminent changes. 
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1992 TRAINER COMPETENCY CHECK 1 



Ability to Monitor, Signpost and Train for Changes 
Rolated to Products and Production 





High Low 

1 9 i 

1 C W *T 


At^iity to undoftato {^uct a^ossment 


□ □ □ □ 


At>iiity to apprsciato differentiation possibilities 


□ □ □ □ 


Ability to advise on c^i^rtunities to achieve 
exoansion 


□ □ □ □ 


Ability to advise on plant relocation 


□ □ □ □ 


Ability to advise on re-^uipping plant 


□ □ □ □ 


Ability to know current and proposed technical 
standards 


□ □ □ □ 


Ability to know ojrrent and proposed heaitii and 
safety standanis 


□ □ □ □ 


Ability to advise on R & D collaboration with 
other firnts 


n □ □ □ 


Ability to assist in securing technology transfer 


□ □ □ □ 


Ability to advise on funding possibilities from 
Euro-resear^ programmes 


□ □ □ □ 


Ability to assist in patent applications 


□ □ □ □ 


Ability to krK>w current and proposed develop- 
ments in patent and trade mark legislation 


□ □ □ □ 
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2. Ability to monitor, signpost and 
train for changes relating to sales 
and mariceting 



The non-homogdneity of the Single Market will ensure Uiat 
marketing will present different (^aHenges for SMEs after 1 9^. 
Many owner-man^e^ will discover that penetration Into new 
markets wiil involve a reassessment of distribution strategies. 
There may be an opportunity to sell direct ihroLih company 
personnel, but it is h^hiy likely that more SMEs wili need to use 
agents ami distributors in order to minimise overhesKis and 
ensure maximum coverage. This may well be a new departure for 
many owner-managers and trainers must be able to ^ivise on the 
selection, direction and control of third party delivery channels. 

Sales promotion and advertising wiil rec|ulre owrrer-managers to 
^opt a different appn>adi to that with which they are familiar. 
Promoti{»ial tedink^ues differ throughout the Community, as do 
the regulations I9>per^ning to acceptable and unacceptable 
product offers. For instance, promoticits are legally banned in 
Belgium but take place nevertheless. In France, premium promo- 
tions are Umited by value and prizes can only be awarded for tests 
of skill. Meanwhile in Italy, promotions have to be approved by the 
Ministry of Finance arKi attract a tax. Whilst in Spain, free offers by 
post are legal t^t the postal service takes tonger than in other 
countries. Cold calling lis fc)anned in Gennany, whereas it is a well 
used part of the British promotional process. The trainer must be 
aware of the dfferences in promoti{»ial techniques throughout 
the Community markets and be able to advise SMEs accordingly. 

Because advertising budgets are limited in SMEs, it is essential 
that owner-manners maximise the impact their campaigns. 
After 1992. owner-managers will need to know which advertising 
mediums are ^ditional in the target maritets. 1992 is already 
stimulating a variety of new publications which will ensure greater 
competition in the market place and, possibly, prcxluce better 
advertising rates than the SME enjoys at the moment. Trainers 
must be knowledgeable of the most effective local practices and 
be able to advise in which medium the advertising budget is best 
spent. 

Marketing in the Community after 1 992 wili be less predictable 
than in the 1 980s, making market research and market infonnation 
even mt^e important The amount of infonnation varies significantly 
between the member states. But even where it is readily available, 
SMEs perceive it as difficult to access and even more difficult to 
apply in a meaningful fashion. Trainers must concentrate on 
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^lan^ this attitude and abating an appreciation of 
of market information in new marl<ets and. when necessary, how 
it can be commissioned. They should be able to show where data 
can be found and how it can be applied. They also need to be able 

to advise on ^ occurrence Qn6 benefits of trade fairs. 

The theoreticai Single Market of 320 million consumers is more or 
less irrelevant to most SMEs. However, within that one mass 
market there will probatMy be a number of m^ket nidies providng 
oppoitunitles for incremental expansion. Trainers need to be able 
to priority th^ markets and to advise owner-managers on a 
sens&riy paced rate of expansion focused on those markets where 
benefits are greatest 

Padtaging and design are vital components of the marketing mix. 
Individual Community marked have different requirements in 
respect of both items. SMEs may wish to alter the packaging of 
their products in order to comply with local material customs and 
usage. Likewise, design must be based on the demands of the 
individual markets which have been targeted. 

Pricing is an important and difficult area for SMEs. Simply to 
convert domestic prices Into export (»ices via the current ex- 
change rate will not suffice. It is dangerous, not just because of 
fluctuations in the exchange rate, but also it takes no account of the 
additional costs assodated with trading at a distance. The ability 
to «lvise owner-managers on the importance of price as a major 
marketing weapon shoukJ be a msgor skill of any trainer. In some 
markets, profit margins more generous than normal can be enjo- 
yed where market conditions offer little competition in areas of 
unsatisfied demand or where prices are common. 

1992 will produce considerable change in quality requirements, 
not only because of new starKiiards being established, but also 
because increa^ competition wiH enhance existing trencte towards 
better quality products. Harmonised European standards make it 
essential that SMEs achieve quality standard ISO 2000. However, 
owner-managers shoutei recognize ^at markets set their own 
quality requirements, often in excess of those levels. An aware- 
ness of the importance of quality in Community markets is as 
essential for ttie effective trainer as being knowledgeable of the 
technical requirements themselves. 
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TRAINER COMPETENCY CHECK 2 



Ability to Monitor, Signpost and Train for Changas Rela- 
tod to Sales and Markoting 





High Low 
12 3 4 


Ability to advise on optifmjm distrit)ution chan- 
nels for SMEs 


□ □ □ □ 


AbHity to suggest methocte of sefectinQ, cH;^- 
ing controlling third party sales efforts 


□ □ □ □ 


Ability to explain the various piomotional tech- 
nique within member states 


^"^^ 

□ □ □ □ 


Ability to £KJvise ontheoptimumuseof advertis- 
ing expenditure 


r^^*a ^^"^^ ^^^^ 

□ □ □ □ 


Ability to change attitudes regarding market 
Information 


□ □ □ □ 


Ability to direct owner-managers to fruitful 
sources of market data 


IF"^^*V V*^^^ P^^^t ^"••w^ 

□ □ □ □ 


Ability to (temonstrate the need for a market 
research database 


□ □ □ □ 


Ability to ^ivise on the possibilities for incre- 
mental e)^nsk}n 


□ □ □ □ 


Ability to advise on the need for and changes 
ing requirements 


n r~i n n 
1 II 1 i_i 1 1 


Ability to advise on pricing within a Community 
context 


□ □ □ □ 


Ability to encourage the SME to build-in quality 
as a marlteting mechanism 


□ □ □ □ 
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3. Ability to monitor, signpost and 
train for changes relating to 
finance 



The oiangds t»rought aixHit by 1 992 will, in many SMEs. result in 
new operating costs as weii as new revenue opportunities. They 
wiii require additoal finance, which may be available from insti- 
tutions beyond the company's national boundary. On^ com- 
pleted, the Single Market is liitely to produce more avenues of 
finance at more competitive rates. Knowledge of these new 
choices is uniitoly to be available In-house. so infonned external 
input will be necessary. 

Competing in an expanding market will require owner-managers 
to reassess their fkiancial requirements. Working capital must in- 
crease to fund a nurr^r cH needs inditing different terms of sale, 
larger inventories, market resear^ and product development. 
Trainers need to be able to advise on these, as well as assessing 
the cash-ftow impiicaticms of incased aMty. Capital expendi- 
ture might also increase with the need to purchase new equip- 
ment, additional transport or even new premises. 

The changes planned for VAT in the Single Market will have a 
ms^or effect on small ran^mnies. If the approximation of indirect 
taxation is agreed, buying patterns wiii be noticeabiy influenced 
by the extent of the tax changes. For example, whilst a small ouzo 
producer in Greece will be adversely affected by the 2621% 
increase in duty, small h4editenranean producers will benefit from 
the proposed 88% decrease in wine duty in the United Kingdom. 

In the Single Market it is recommended that there be only two 
bamte of VAT in the future - 4% to 9% and 1 4% to 20%. Trainers 
need to be able to advise on which will fall into which band and 
what the effects of the changes will be. There will also be practical 
changes in the way VAT is cdiected. The destination principle, 
whereby VAT is levied on imports not exports (at the rate of the 
importing cmjntry), will effectively be reversed. Trainers must be 
able to exr^ain these changes and advise on new record-keeping 
requirements. 

The distortion of competition due to state aid is incompatible with 
the Single Market philosophy. Owner-managers are not well 
placed to predict or cope with this complicated area and ther efora 
will be relying on trainers to provide guidance so that they can take 
advantage of the fall-out as cartels are dissolved and unfair 
assistance is abolished. 
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WHh the deregulation of financia] services in the Single Maricat 
ttie cost of insurance win fan. as conipetition across naticmal 
borders is ^Wished. SMEs shmjtd be able to reduce their 
ou^in{^ on tliis item or, pc^sft^, ob^n better coverE^e for ^ 
san^ ei^iemfibire. FaUure to Umit (ial^iity ts a common ^ing 
amongst Otangesbrm^abmitby 1 992, wlii giva trainers 
the opportunity to ensure that insurance coverage Is adequate for 
the company's needs, induding the viabiiity of taking out an export 
or trmto credit poScy. 

if SMEs are going to start dealing in (fifferant maricets with 
different documentation and curremies, the capabliity of their 
bffliitwiii be important Owner-managers may find ttet their current 
arrang^nent8areinsufflclentfortheIrnee(&. Itwouldbeamlstaite 
to stay with an inadequate sen^ice when better facilities are 
avgyiable. Trainers need to be at^e to ^vise on the most appro- 
pfiats iKmldng senfice for each parficuiar company. 

The Single Market envisage the free movement of capital within 
the Community. The relevant directive was adopted in June 1 988 
and is aireat^ fadUmting Community fading. The abHity to 
transfer capital a^oss natkmal boundaries wHi enable SMEs to 
establish a presence in other Community «>untrie8 nrare easily. 
Tracers must be wvare of Oie changes that are taking place in this 
area and be able to advl^ owner-managers of the best way to use 
their new freedom. 

In the at^ence of a common Eurc^an Currency, SMEs need to 
be capable of operating in different European currencies. Trainers 
must have an appretiation of the cost and risks invohred in such 
transactions. They also ne^ to t>e at>le to ^Ivlse on the increasing 
use of the European Currency Unit (ECU) as a tradeable cunency. 
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TRAINER COMPETENCY CHECK 3 

Ability to Monitor, Signpost and Train for Changes Rela- 
ting to Finance 





High Low 
12 3 4 


Ability to keep abreast of new sources 
of finance 


□ □ □ □ 


Ability to advise on a|^mH>riate finance provi- 
so for con^jany need 


□ □ □ □ 


AbHIty to advise upon ca^^tai requlrenients for 
exparsion 


□ □ □ □ 


Ability to keep abreast of proposed VAT changes 
and their eff'c^ 


□ □ □ □ 


AUIity to monitor changes in state akJ 


□ □ □ □ 


Ability to CHtvise on opportuniti^ resulting from 
cartel abolition 


□ □ □ □ 


Ability to advise on insurance coverage 


□ □ □ □ 


Ability to advise on new banking opportunities 


□ □ □ □ 


Ability to advise on liberalisation of capital 
movements 


□ □ □ □ 


Ability to advise on operating in different 
currendes 


□ □ □ □ 
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4. Ability to monitor, signpost and 
train for ciianges in physical 
movements of goods 



The Iftieraiisation of tran^rt ^nriras is a m^of £spect of the 
Single Market programme. The rec^^on and ultimate elimina- 
tion of physto^ t^arriefs (o^ms posits) and transport quotas in 
certain member states wili lead to lower transport costs and 
Increi^sed traie. Trainee need to help SMEs evaluate the extent 
of any potential savings. SmaR companies involved in road 
haulage wiO need advice on the opportuniti^ and threats that the 
deregulation of their industry v^ii produce. Witii the introduction of 
tire Sh^ AdmN^rative Document (SAD) on 1 January 1988, 
tiie proce^ of export documentation has t^n simplified. The 
SAO replaces some 70 forms previously in use. However, ttie new 
eig^t part document Is stin reasonably complex and owner-man- 
agers may need assistance in completing this and other export 
documents. 

Physical distribution to new destinations, togetiier witii an in- 
cre^ed volume of goods, may lead to a reassessment of delivery 
strategy. Compar^on of direct delivery with local warehousing 
and distribution may lead to an owner-manager needing advice on 
tt» relative merits of each. 

UtMrallsation also occurring in ottier transport sectors. Tliere is 
iiicaiy to be greater competition on air routes and a consequent re- 
duction in air fares. Rail services will be «^nificantly improved in 
many parts of Europe • for instance, tite Spanish are maldng tiieir 
rail network compatible witii the rest of Europe, ttie Ciiannei 
Tunnel will link Britain witii tiie Continent, and extensions to the 
French high speed network will link Parte. Brussels, Amsterdam 
and Cologne. Moves to open up tiie coastal sea trade will furttier 
reduce Report costs, as wili tiie deregulation of inland watenvay 
sen^ices. Trainers should k>e aware of ttie new tinls, reduced cost 
and greater rompetition which these aspects of the Single Market 
will produce. 
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TRAINER COMPETENCY CHECK 4 



Ability to Monitor, Sign|>ost and Train for Changes 
Related to PhyslCBl Movement of Goods 





Mioh Low 
12 3 4 


Ab^ily to monitor ^ng^ taking place in the 
different transport sectors 


□ □ □ □ 


At^ity to assist in evaluation of oonse<^ient cost 
reductions 


□ □ □ □ 


Ability to advise on the reialive merits of direct 
delivery a^r^ iocai distritnition 


□ □ □ □ 


At^^ to advtee on the con^ti(Hi of expon 
docun^at^ 


□ □ □ □ 


Abiitty to advise on the most appropriate 
method of ^nsport 


□ □ □ □ 


Ability to assist SMEs to assess oppwtun^^ 
and threats in this rapidly changing sector 


□ □ □ □ 
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5. Ability to monitor, signpost and 
train for changes In relation to 
public procurement and company 
purchasing 

Public procunBinent in its v^d^t sense, (inducing nationalised 
industrlMandpubHcboci^aswsllasiocai, regional and national 
govammems), repiBsants some 1S%of Community Gross Domestic 
Procftict Tha Qbemllsation of this sector is a m^jor planit of the 
1 992 leglsiatio' . The Sbigie Market win diange tenctering proces- 
ses to mtikB them niore open and accessible, aixl previously 
excKided sector - waler, energy, transport and telecommunica- 
tions - will be opened up with effect from July 1990. 

SMEs have the opportunity of tendering directiy for public sector 
contracts but are more iikeiy to gain business by way of sub- 
contracSng. Trainers need to be aware of these changes and be 
able to show small business where relevant tender opportunities 
are published - eitfier dirrotty through the EC's 'Official Journal' 
(OJ), or ifldlrectiy thrm^ regional procurement offii^. They 
need to be able to advise on the nnetftods and mechanics of 
tenderir^. In such a voiatUe sector, trainers should iool( carefully 
at a con^iany becwning over-exposed eitfier through an exces- 
sive dependence on a single sub-con^ct, which constitutes a 
high proportion of their business, or by receivlr^ their sub-con- 
tracts from one main contractor who are themselves exposed in 
a changing market 

Purchasing of materials and supplies will be affected by the 
changes thstt 1992 wiH bring about. The number of potential 
suppliers wiU in^ease considerably. New suppliers will be enraur- 
by the ethos of 1992 to entor noivtraditionai markets. This is 
likely to result in bicreasad competition and price reducttons for 
buyers. The SMEs. more involved as suppliers than buyers, will 
be doubly sc^^zed by having to match tfiese lower prices and 
havlitg to compete with new entrants. Trainers need the compe- 
tency to be able to suggest how small suppliers can protect their 
existing market from penetration, while at the same time taking 
maximum advantage of the new opportunities. Small companies 
who are buyers can potentially benefit from this situation by 
looking for new sources of supply in a wider market. Trainers can 
help identify new suppliers and, If they are from another country, 
advise on means of verifying their suitability (technical and finan- 
cial), as well as advising on the establishment of contractual 
arraiMjements. 
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TRAINER COMPETENCY CHECK 5 



Ability to Monitor, Signpost and Train for Public 
Procuroment and Company Purchasing 





High Low 
12 3 4 


Ability to assist SMEs tender directly for public 
sector contracts 


□ □ □ □ 


Ak^lity to ^sist SMEs maximise sub-contract- 
ing (^jportunities 


□ □ □ □ 


Ability to help obtain information about fbrth- 
c»mifH) tenders 


□ □ □ □ 


Ability to signpost towards assisting agencies 
su^ as proojrement offiras 


□ □ □ □ 


Ability to alert owner-managers to the dangers 
of over-dependency or loss of sub-contracts 


□ □ □ □ 


At^lih/ ta advise on the amefoerKse of new 
suppliers in a wkjer market 


□ □ □ □ 


Ability to advise supplying SMEs of the dangers 
to the core bi^iness 


□ □ □ □ 


Ability to advise on the requirements buying 
SMEs should look for when using suppliers 
from another memtier state 


□ □ □ □ 
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6. Ability to monitor, signpost and 
train for changes in company 
administration and law 



if the SME is serious about coming to terms with 1992, a 
'diampion' must be identified who wiit be respons&ie for under- 
taidng the necessary research and planning, in the very small 
company, this task will fail to the owner-manager but, where 
adminis^tive staff exist one of those may be more appropriate. 

The fundamental impact of the Single Marttet wiit be such, that the 
1 992 project cham^on must ensure that: staff are informed of the 
directives that will affect their function within the company; tech- 
nical and legal raqufrements are being met; change are monitored; 
and opportunities are identified. The trainer must assist in the 
assessment and monitoring of the capability and performance of 
the project champion, to ensure that the rest of the company is 
reviving the relevant information and appreciates and under- 
stands its importance. 

There is an equal need for good external communication. Infor- 
mation emanating from Brussels will need to be absorbed by the 
company. Relevant infomiation and assistance avaiiat>le from 
trade associations, Chambers of Commerce or other advisory 
k>odies must be acquired, sorted and acted upon. 

In the completed Single Market, the SME wiii encounter a new 
range of documents. If selling against a documentary credit, the 
company wiii have to satisfy certain requirements before payment 
can be secured, insurance certificates, commercial invoices, 
certificates of origin, bills of lading and certificates of weight and 
quality may t>e called for. SMEs may need advice on the comple- 
tion of these (tocuments, (or at least be signposted towards 
specialist assistance). Failure to satis^ctoriiy complete tiiese 
procedures may not Just produce a delay in payment but could 
preclude payment altogether. SMEs may be deterred from enter- 
ing the Single Maricet by having to deal with seemingly more 
complex, but actually just different, documentation. 

The Single Market legislation aims to harmonise member states' 
laws goveming limited companies. Fifteen EC directives have 
been passed or tabled dealing wiUi: the duties and liabilities of 
directors; ttie power of general meetings; the rights of share- 
holders; the preparation of annual accounts; and the iiabiiity of 
auditors. Worker participation along the lines of current Gentian 
practice has been advocated. Because of its contentious nature, 
the legislation may not be passed at all. though if it is, It will 
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probably not apply to the smaller firm. Two new fonrs of company 
have been f^oposed: a European company established under 
Community law and a European Economic Interest Grouf^ng 
(EEIG). which would allow smaU and medium-sized companies to 
co-operate at European level without losing their legal and 
economic independence. An EEiQ would be a partnership, limit- 
ed to 500 employees, with members having Joint arKi several 
liability for debts. These 'groi9)s' can be used for any or all of the 
following: sates and promotion; research and deveio)»T«nt; common 
purchasing of raw materials; sharing of services; and joint tenders 
for public contacts. 

The control of credit is a vital function for the SME and will become 
more critical after 1992. Compiles must be selec^e in extend- 
ing credit. Bsid debts are always a b^ger problem for small 
compani^ compared to ttieir larger counterparts. Where possi- 
ble, deposits should be obtained and ail documentary credit 
should be confinned by first class banks and payable at s^ht. 
Where &edit with a payment date greater than thirty days is 
offered, owner-managers should tHilld into their final prices a com- 
pensatory premium for me time during which payment will be 
withheld. Such instruments can. of course, be sold on, but only at 
a discount. Trainers should be acquainted with the potential 
pitfalls in the granting of crecSt and be ready to advise the company 
on the best means of avoiding cashflow problems due to delayed 
or non-payment. 
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TRAINER COMPETENCY CHECK 6 



Ability to Monitor, Signpost and Train for Changes in 
Comjsany Administration and Law 





High Low 
12 3 4 


Ability to assist in ttie klentification of a 1992 
project champion 


□ □ □ □ 


Ability to assist in th9 assessment and monitor- 
ing of the capability and performance of the 
1992 champion 


□ □ □ □ 


Ability to signpost external information sources 


□ □ □ □ 


Ability to. train staff in documentary procedures 


□ □ □ □ 


Ability to understand those aspects of Commu- 
nity law whidi affect small oon^aanies 


□ □ □ □ 


Ability to train staff to appreciate the importance 
of credit control 


□ □ □ □ 


Ability to train staff to monitor company cash- 
ftow in an international environment 


□ □ □ □ 
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7. Ability to inonitor, signpost and 
train for ciianges in human 
resources 

The trainer needs to be able to advise and assist in the drawing 
up of a comply audit of existing and potential sHM and compe- 
tencies appropriate to the new needs of the Single Marlwt These 
might include technical understamiir^ of European standards, 
research and cbveN^ment capabilities, maritet research compe- 
tendes and ttia ability to work in and understand different Euro- 
pean currencies. Where deficiencies exist trainers should be 
able to advise on the possibWty of sidll acquisition by training 
existing staff, or ^9 need to employ new personnei. 

Perhaps the most in^^rtant competency required, will be the 
aUiity to converse in another Eur^an language within a com- 
mercial context. Contracts and other legal documents require an 
exact transla^on. Trainers can signpost where such expert he^ 
can be found. It ^ ti^hiy preferable for firms to be able to speak 
to both customers snS suppliers in ^eir own language. There is 
a correlation between company psrfonmance in an international 
context and pfofidenc/ in a foreign language. Trainers need to be 
able to demonstrate to smaii finns that sidil acquisition is an 
investment not a cost. They will be able to signpost towards 
language training centres. Management, martteting and sales 
staff are otivlous recipients for this training, but receptionist/ 
telephonist and any staff involved in regular contact, (for instance 
R&D personnel engaged In collaborative projects) , should also be 
considered. 

Demographic trends mean that there will be even fewer people 
with these sKilis in Europe in the 1 d90s. CXvner-managers need to 
be liept informed of the imminence and importance of these 
changes. They also need to be aware of the likelihood of large 
firms poaching etaff with these skills from SMEs. Owner-managers 
may need advice on vvhsther the renumeration packages of key 
staff are keeping pace with market rates for skilled staff In those 
areas affected by the changes of 1992. 

As well as having language competencies, staff members who 
have to operate in other countries need to t>e sympathetic and 
appreciative of their cultures and customs. The cost of sending 
staff to other parts of the Community could be considerable for 
smaii finns. Those undertaking the role should only be sent with 
specific objectives and preferably have pre-arranged contacts. 
Sf^Es can t>e signfsosted to EC-funded bodies like BCnet, which 
provides a useful source of contacts for the small company 
seeking collaborative ventures. 
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Trainers also need to be abta to aciv^ on tfiediangss 1992 will 
bring to the rij^t to woffc anywhere in the Community. This will bo 
particularty relevant for the professlmis. in most cases, profes- 
sionai quaSftoatiorm gained bi one member state have not enabted 
thatperson topractiM in the ^ers, wttfwutres^uafifyii^ in whole 
or a substantial part. This system means that an accountant would 
tal<8 more than 50 yrars to become quaSfied to practice throughout 
the Community. Mutual recognition «irfli be provided where trainir^ 
is of a similar nature, and even where dif^nt <^a!ifi(»tions can 
l}e gained throuf^ ei^an aptitucte test, or aperiod of ^ipen^ed 
practice not exf»ec^ three years. From 1991 , this should result 
in an incased opportunity to u^ professionals qualified in mora 
than one member state. SMEs tiiat are proftesionai practices, 
need to be adv^d of the growth potential resulting from these 
changes. 

Those owner-man£^rs with a positive attitude to Europe will need 
to inculcate a positive European attitude throughout their com- 
pany. Residual prejudice have no place in those firms that 
expect to succeed in the Single Marikel Most small finns will 
require continued training inputs to realise the opportunities 
inherent in the Single Market whidi are intrinsically long-term. 
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TRAINER COMPETENCY CHECK 7 

Ability to Monitor, Signpost and Train for Changes in 
Human Resources 





Hiah Low 
12 3 4 


Ability to undertake a company skills audit for 
ttie Single Market 


□ □ □ □ 


Ability to advise on skill ^uisition by in-house 
training 


□ □ □ □ 


Ability to advise on the need for new personnel 


□ □ □ □ 


Ability to s{gnp(»t sources of language training 


□ □ □ □ 


AtNiity to signpost appropriate trai^lation 
services 


□ □ □ □ 


Ability to advise on methods to retain Itey staff 


□ □ □ □ 


Ability to monitorstaffs (H}erational efficiency in 
an intemationai context 


n n n n 

L-J L_l 1 J 


Ability to signpost potential partners for 
collaborative venUjres 


□ □ □ □ 


Ability to advise sniall Anns of qualified li^fes- 
sionals about the freedom to practise in other 
states 


□ □ □ □ 


Ability to monitor the depth and extent of a firm's 
commitment to the Single Market 


□ □ □ □ 
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This Gukle is one of a series aimed at covering various aspects 
of trainer and organiser competency for support of small business 
initiation and development. The series includes: 



• A Guide to the general c(KT^tence required of Trainers and 
Organisers of small business programmes. 

-A Guide to Trainer competency for stimulating Pre-start-ups. 

• A Guide to Trainer competency for stimulating Start-ups. 

- A Guide to Trainer competency for assisting small businesses 
(having under 50 employees). 

- A Gukie to Trainer competency for assisting small businesses 
to cope with the Single European Market of 1992. 

A short Intrrjductory Booklet is available, setting out the overall 
objectives of the Guides and how they might be used. In addition, 
a brief bibliography of Enterprise training material available in 
various community countries is provided. 
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Preface 



SMEs are a very important element of the European economic 
and social area which in the course of construction, and would 
be better e^^i^^sed to pert onn their role if they were to demonstrate 
tx}th solidity and flexibility. In order to do so. they must be 
managed in the best possible manner. The improvement of the 
qualifications of owners and managers of these enter^Ktses isthus. 
a ma|or challenge. The Men^ States cannot ignore this fact, and 
the Community Action Programme in favour of SMEs takes this 
into account in its general orientation. 

The improvement of the operational abilities of small and medium 
enterprises in the Community, allowing them to seize the oppor- 
tunities available as a c^'isequence of the Single Maritet, is the 
objective assigned to the Uwmmission of the European Communi- 
ties. 

Recent Initiatives for the "Preparation of small and medium enter- 
prises for the Europe of 1992" (1) are evidence of the crucial role 
of the training of owners and managers as seen from this perspec- 
tive. 

The overall objective of this series of Guides is to help improve the 
supply of training for small businesses in the EEC. We recognise 
that presently, this supply falls somewhat short of needs and 
perhaps even fails to meet effective demand. TTie challenge to the 
supply side therefore, is to convert needs inito demands and to 
meet these effectively and efficiently. This is critical if SME's are to 
be encouraged and supported to take full cidvantage of the Single 
European MafkaX by 1992. 

We reccjnise that throughout the community there is already an 
extensive supply offer and there are numerous manuals and 
guides for those wishing to start small businesses or develop 
them. We also recognise that the term small business embraces 
many millions of companies of different types, with very different 
learning needs. We have not therefore attempted to produce yet 
another manual for we do not believe that this would contribute to 
closing the gap. 

These Guides are based upon the bel ief that the Itey to closing tl e 
gap is the development of a professional cadre of trainers and 
organisers throughout Europe operating to recognise standards of 
competency. They should i-iave all the entrepreneurial sidlls requi- 
red to reach the owner-manager and his staff with their services. 
And they should be able to practise all they preach In temic of en- 
suring that the training product is carefully geared to the needs of 
specific groups of consumers. 

1} Prep^ation of sma^ and medium -sized enterprises for the Europe of 1 992 ■ 
'Experimental trasnmg schemes 'SEC(BB) 1B60 
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We hope the trainers and organisers will use the Guides for self 
and peer assessment and development, and indeed, that this 
manual may emerge as a basis for a training programme for the 
development of the competendes of trainers and organisers of 
small business throughout the Community. 

This guide, coming at this opportune moment, will serve to 
complement the efforts of DG 23. It will no doubt be a valuable 
instrument for ail those whose purpose is to make our Eurof^an 
enterprises more aware of the importance of the quality of their 
human r^ources as a means of achieving greater competitiveness. 

Alan Mayhew 
Director 

Commission of the EC. DG 23 
Brussels 

Eugene Mulier 

Member of the Management Board of CEDEFOP 
Luxembourg 

Con-ado Politi 

Deputy Director of CEDEFOP 
Berlin 
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NB! 

This bibiiograplry consists of a selection of the principal 
documentation used in ^e Individual a)untries. 

The titles are given in the original language only; in some cooes 
a brief description in English Is added. 

If you wish to obtain Infonnation concerning the availability of the 
publications In other languages, we would ask you to address the 
individual contact person or Institution. 
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BELGIUM 



Tittot Kandldaat omtomemer, test ja onctememingsgeest 
Testing your spirit of entr^mneui^lp 
Pm-stBrtH^ mMoB and tmlnBfs gukiB 

Wegwijs 1^1 tiet starten van Je eigen zaak 
Guide into Siting on your own 
Pre-stmtHip bcMob and tminers gukis 

Busbiess pton» f^Mlsche gkte \fwf je orKtomemingspfojact 
Busbiass plan, a guide f«r your tHiSina^ venture 
Sart-up and exl^g business acMca and trainers gufda 

Opvo^ttng en bi}stufing van {e zaal< 

Suooesslon and your business 

Existing busbwss ddWca and trainers guide 

Contact Generate BarA 

St(Kiie-lntomiaiiecentrum KMO 64/E 

WaranctobergS 

lOOOBrusset 

Tel: 02/516.21.11 



THie Garten voor eigen zaak 

Starling on your own 
Startup advice and trainers guide 

Contact CERA 

Parl^tr^t 52 
3000 Leuven 
Tel: 016/24.44.91 



Title 



Three brodiures 

Zeffstandlg worden, zijn en blijven 

Becoming an independent 

Pre start-up advk^ and Information 

Een stap-voor-stap gids naar je eigen bedrijf 
A step-by-step guide into your own business 
Pre-siart'Up advk:e and trainers guide 

Syllabus btj de cursus 'ZeHstandig worden, een atternatlef r 
Syllabus to tNi raurse 'Starting on your own, an alternativer 
Pre-start'Up course descrptlon 



Notes 



Contact NCMV-Jongeren / NCMV 

Stevenstraat 14 / Spastraat 8 
1 040 Brussei / 1 040 Brussel 
Tel: 02/23.80.734 
Tel: 02/238.05.11 
Fax: 02/238.94.54 

Note: the NCMV groups a number of professional organisa- 
tlons. It is a good source for information on ail catego- 
ries. The brochures mentioned above should be con- 
sidered as examples. 
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Progranvne materials for grades from pre-start to 1992, 
including mNtoB, training and distance (earning 

Canteet Instituut voor Voortdursnfte Vorming van de 
Middanstand 

Iratituto for Rarmanent Training and Education 

(4- vocational oantres) 

Ran^h conimunity: French comnninity: 

ifozaf ll«8traflt 30 / Maria Therasiastraat 1 

1 040 Mussel / 1 040 Brussel 

Tai: 02^ie.60J3 

Tal: 02/219.37.88 



Jeeigen zaak 
Your Own Bualneas 

QuUb U^fmstsutm, starters snd exlstif^ businesses. 
Progmmmes of skM^ and ^ning ^Mana 

Note: 1T» Information in this book is also available on tlie 
smaii business data baau, whteh is updated continual- 
iy. For infomiation, please conts^ the KMO-Studle* 
centrum. For tec mlcal questions or problems, 

Contact ORDA-B, Interleuveniaan 27, 3030 Leuven 
(Tel: 016/26.02.28) 

Financiering en finamdeei beleld van KMO*s In Belgld 
Finar^ng ar^l f inandal nrmnagement of SMPs in Belgium 
Pfogwnmes for start-ups and exiting business a<Mce, trainers 
guide and distance feeing 

Series of six bo(^: 

Success in your own business 
Profits In your own business 
Finar^ In your own business 
Growth In your own business 
IMan^ement In your own business 
Taxes in your own business 

To co^^r all catteries of advice training for pre-starts to existing 
business^ 

Contact KMO-Stud^entrum< UFSAL Brussei 

Small Business Research Institute, UFSAL Brussels 

Vri]h9idsiaan17 

108 J Brussei (KoeKelberg) 

Tel: 00-32-2^27.99.60 

Fax:00-32-2-427.99.61 



Tttit Prakttecl^ gkis voor suorasvol ondememen 

GuUd for suooessfut antrdprdi^urlng 
Pra-start stmt-up, existing tminess - usaft// for advk» trsdners 
and (Sstanoe teaming 

Conted KiuwarFto^wetenschappen 
SanA^XHtbeeMaan 21-23 
21(X) D^urfm (Antwerpen) 
Tel: 03/325.68.80 



Titt# Staiters-programma - Ofri^ings- en bagelekiingsprogrammd 

voor begkiMfido en pas tegonnan ondamamars 
f^ramma for Gaining and guldaroe of starters and existing 
tHi^imsas 

Start-up, Misting and 1992 type busbesses including acfvto 
training and course devBtofmmt 

Cof^act Ea>noml$ci)a Hog^chool Umburg 
Untvaisitalm Campus 
3180Olepant)eak 
Tel: 01 1/22.09.61 (axt134) 

De Vferick School voor Managernant 

Ri^nivafsftatt Gent 

Sint*netefsniauwstraat 184 

gooOGtont 

Tel: 091/23.06.09 

Univafsit6 Ltm cfe Bruxelim 

Cen^ da Technologies et de Qestion des /Ufaires 

(Business and innovatton Centre) 

Avenue F Roosevelt 50 

1050 Bruxelles 

Tel: 02/842.21.11 

Title SME-managentent at universttim and business schools 

Pre-startHjp courses 

Contact Eccnonii%he Hogeschool Lint^urg 
UnivefsitaifB Canipus 
3610Diepent^ 
Tel: 011/22.99.61 

Facuitd Universitaira Catholique da Mens (FUCAM) 

Chaussee de Bincha 151 

7000 Mons 

Tel: 065/31.21.13 



Notes 
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DENMARK 



THIt Kursuqplan 1989 Dan^ Smoctemester toroning 

Trainif^ imgremma 1989; Danish Smiths' Association 
Abned at wci^Ur^ tusirmsss 



Content Magnoliavoj 2 

DK-S250O<tonseSV 
Tol: 4-9 1733 33 



nthi Industrirftdats kursar 1989 

Coursas of tha Fadaration of Danish Industrias 



Contael H C Andarsans 
Boutavard 18 
DK-1596 Kobanhavn V 
Tah^l 15 22 33 



TItIa Dansk insantorforanli^s aftaruddannalsa 

In-sarvlca oouraa of tha Association of Danteh Enginaars 
Aim9d af Bx^tir^ businesses 



Contact AJOUR 
Box 326 

DK'2800 Lyngby 
Tal: t2 88 23 00 



TItIa Dansk Artxijdogivafforanings uddannaisa 1989 

Training programnia of Danish Enrrptoyars' Association 1989 
Aimed at existing tsusmess^ 



Contact OstarAiiaSe 

DK-8400 Ebahoft 
Tal: ^6 34 19 33 



TItIa Taknotogisk Institut kursusplan 1969 

Tha Tadinological Instituta - training ^ogramma 1989 



Contact Gragorsansvaj 
Pos^s 141 
DK-2630 Taasirup 
Tel: ^2 99 6611 



TItia Jysk Taknologisk - kursusovarsigt 

Tha Jutland Tachnological Instituta - survey of training 
Guide to courses 



Contact Teknok)giparkan 
DK-8000 Aarhus C 
Tal: 4^614 24 00 
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ntlt tvasrksaettorgn^n kursuspian 1 989 

Ttw Entr^neurial Qroi^ - training programme 1989 
Aimed at mrtm and axtsOng businesses 



Contact Haslsgaittevaenget 
18-20 

0K-S210Aartiu8V 
T«1:^1S22S5 



Tttlo Dansk rvaaffcsaattoffwwting 

Danish Entr^ianaum' Association 

Conlael AmaliogadilS 

DK-12S6KobenhavnK 
Tol: +1 93 20 00 
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GERMANY 



THi* Quiz: 'Wirtsehaftswtssen im Wettstrett' 
Comp9tftlon In business knowisdga 
Aimed at pup^ ^g^nmarsdwols 

A^odation of young econom^s in Germany 
(Wirtschaftsjunioren Deu^land) 

ContMt WMKhattsjuniown Deutiu:hian<J 
Adenausrates 148 
5300 Bonn 1 

Attention of: Or Ralf»r Neumann 
Tel: 0228-104514/5 



Title Seibst^^ mac^n. s^^andig Weiben 

To become and remabi Independent 
Aimed at pre-starters and starters 

Pu^ehed by: 

Asst^aiton of Gennan peck's banks 

Contwt Bundesvert»and der deutschen VoBts- und 
Ralffeiser^anten 
Abt^iung BHdui^^Utik 
Mr Ciemens Jonas 
HeussattaeS 
5300 Bonn 1 
Tel: 0228-509-234 



Title infofmatlonssctirtft fOr Lehrer zur VorbGit.:''ing auf die berufs- 

kundliche Aussteiiur^ 'Benjfe zum Anfassen' 
Infomiation leaflet for the trainers' prsparalk}n tor tbe fair 'To get 
in touch wtth vocatk}ns' 
Atm^ at teaOws and trainers of pw-starters 

Pubttthed by: 

Labour Office (Artjeitsamt) Bonn, Dept for Job Counselling. 
Vllleniombler Str 101, S3(K) Bonn 

Conteet Volkshodischutzweckverband 
Schumannstr 25 
5308 Rheinbach 



Bibliography 
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THi* WiHschaf! und Untenicht - Informationsn fUr Pdd^ogen in Schuie 

UAdB«tftob 

Eo}nomy and Instn^ion - Information for teachers at school and 
InbuslnMS 

Ainwd at tBxlms pra-starters 
PubUshadby: 

Instltut der deutschen WHschaft (Institute for the German econo- 
my) und SundasaibeSsgemeinschaft Schuie/ WIrtschaft (Fedemi 
lescclation sehool/eomoniy) 

Contiet in^Butderdeutschen Wirlschaft 
Gudav-Helneniann'Ufer 84*a8 
S0(K}Katn51 

Tel: 0221 -3702-247 (Mr Spiegel) 



THie "Bonner OfOndungstage' 

Bonn's stait-^> days 

Pubttcation connected with tfie Bonn start-up days 

Aimed at pmsUuUtrs. sWters, ami especially the trainers ofpre- 

stw^ and sUulers 

Published by: 

Norman H»ntrop RibMshlng Company, specialised publishing 
company for business foundations 

Contact Verlag Norman Rentrop 
Theoctor-Heuss-StrA 
S300 Bonn 2 
Tel: 0228-82050 



Notes 



TitSe Leltf«ton:Ji^endmarfceting- Oas BOnsenspielmnrealemKapltal 

Guide: Youth -Marketing - the exchange simulation with real 
capital 

astaiKe learning materials aimed at pupils of grammar sct)ools 
Published by: 

Bund^erband der Deutschen Voi}(S- und Ralffeisenbanken, 
HeussalieeS 
S300 Bonn 1 
Tel: 0228-509-0 

Contact Mr Georg Harti (address as above) 

TItte FOr den MarHt von morgw 

For tomorrow's maikel 

Distance learning materials aimed at starters of innovative enter- 
prises and their trainers 

Published by: 

Association of German people's banks 

Contact Bundesvert>and (tor deutschen Volks- und 
Ralffeisenbanken, Ableilung BlIdunE^politik 
Mr Clemens Jonas 
Heussaliee 5 
5300 Bonn 1 
Tel: 0228-509-234 
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THta Zusatzstudium Innov^ionsmanagarmnt 

/^iditionai course Innovation nranagement (bmhure) 
DBSc^fOian courses alnrnd at unf\t9fsity graduates and senior 
stiMients 

PublMltd by: 

Tochntedia Unlvorsitftl Berlin, Fachbenelch 1 6 

Instftut B9trlebswirt$chaflslehre 

Fasanenstr4 

SekrFA9 

[>1000 Berlin 12 

Contact Prof Volker Trommsdorff (address as above) 
Tel: 030*314-2266 



Title Dokumentotlon BeruYsoilentierung In der Mtttel* und Oberstufe 

desQymn^unis 

Documentation of jc^rientation in grammar school 
Descriptfon a>ursB$ aimed a; teeners euidlob counseflors 

PubllehMlby: 

Association 6t education ministers (Konf erenz der KuKusminister 
der Lander) 

Contact Sekretarlat der Sam)t{^n Konferenz der 

Kuttusn^tster der Lander in der Bundesrepubitk 

Deuts^land 

NasserstfS 

5300 Bonn 1 

Tel: 0228-501-0 



Title 



Ich mache mich selbstdndig 
i start up a business 
Aimed at stmters 



PuWishad by: 

Chambers of Convnerce of the State of Hessia 

Contact Industile- und Handetskammer Frankfurt am Main 
BOrsenpiatz 
Postfach 3229 
6001) Frankfurt am Main 
Tel: 061 1-21971 



Title 



LeistungstrS^r Mittelstand - F6fderungsmaBnahmen des Bun- 
cos fQr mittelstdndische Untemehmen, Freie Berufe und Exi- 
stenzgrOnder 

Federal measures for start-ups and small enterprises 
Aimed at startst^ and smalt enterprises 

Published by: 

Offk;e for Economk:$ 



Notes 



Bibtiogra|>hy 



Contact Bundesmintsterium fUr Wirtschaft 
Referat dffentttchkeltsarbeit 
VnienH)mbler Str76 
5300 Bonn 1 
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Exl8tenzgrdmHif^}ss«minar 

Coursa for busin«ss start-up 

Almod flf trsdneiv 0/ starters of craft ttusktosses 

PuMlthadby: 

Institute for ttiv techniques of management in liandicraft, 
Karisrufw, R^eareti of the G^mun Institute for Handicraft; 
Dr Jochem Helzmann put>ilsht>HI company 

Contact Akademie dss HsKfwetta (Craft Academy) 
tisndweilctiwnmer Rhain-Maln 
Mrs A Beromann 
Bockortfwimsr Lander 2t 
6000 Frankfurt «n Main 1 
Tel: 089-71000161/62 



Wage und Tips zur Existenzgr(}ndung 
Approaches, checklists and advtoe for start-ups 
^Hmd^^i^fwrsas wsfl as starters thetmefvas 

PubNehedby: 

Humboklt-TasdientMichveflag <lak<M KG, Munteh 
Conlaet DifM-Ing Helmut Dinrtch (author) 



StarthWe 

Help for start-ups 

Distance lamr^ng m^ertals aimed at starters and their trainers 

Published by: 

Office for Econon^ 

ContMt BundesnMnlsterlum fUr Wirtschaft 
Abteilung U 

MinRn Schuite Weinberg 
vmemombtoiBtr 76 
5300 9onn 1 
Tel: 0226-61 5-2566 



Checklist for starters by the Association of Young Entrepreneurs 
(Bundesverband Junger Untemehmer) 
Distance learning matarf^s aimed at starters 

Published by: 

Bundesverband Junger Untemehmer 

Contact Bur^rsveft>and Junger Untemehmer der 

ArtMttsgemelnschaft Setostdndiger Untemehmer e V 
MainzerStr238 
5300 Bonn 2 
Tel: 0228-34304 



31L' 



Tttit Seminarprogramn^ der Existenzgrtlndungstehrgange der IHKs 

und (tor Wirt^aftsjunioran Deutschland 
Seminar booklets on the tnisiness starl-up courses 
D^^ifM>n of OHjrsBS a/zned at starters 

PubUalwd by: 

Chant>er8 of Comment and Wtrtschaftsjunloran Deutschland 

Contact Deutschar Industrie- und Handatstag 

(Head organls^ton of the Chambers of Commerce 

in ^nnany) 

AtteilungX 

Postrach1446 

S300Bonn1 

Btx: *6901032S333afl 



TKIt Der Weg (n d)e Selbst£^Kfigkeit - MaBnahmen der Bundesregle- 

rung zur Ffirderung von ExtetenzgrOndungen 
Measures of the Federal gowmment with regard to business 
st^-ups 

Chapter 2: Counselling me^ures 
Dexrption cours&s alnwS at stmters 

Pubtohadby: 

Off ice for Economtos 



Contact Bund^ntinsterlumfOrWlrtschaft 
Referat Offentilchkeitsarbeit 
VlUemombi6rStr76 
53(K)Bonn 1 



Title Mtt Erfolg seitetSndig - Ratgebar zur ExIstenzgrUndung und 

ExisienzstcNrung 

Suooessfuliy Independent - guide for startHips and securing 
young tnisbiesses 

Advice and Mormatim aimed at starters and owners of young 
nA^o^sinesses 

Publiat^ by: 

Deutecher Sparltassenveriag, Stuttgart 

Contact Deutscher Sparkassen- und Oirovertand 
Simrockstr 4 
53tK) Bonn 1 
Tel: 0228-204-1 



Title 



Notes 



Bibliography 



Marktchar^n erfcennen und gezlett nutzen 

To rec^nlze and utilise market opportunities 

Advi^ and Mormation aimed at enVepreneurs ofmiao-busines- 

ses In tfieir first growth phase 

Publiehed by: 

Deutsche Bank Corporation 

Contact Deutsche Bank 

Zentrale/Firmenkunden-Abtellung 

Postfach 100601 

6000 Frankfurt am Main 1 
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Lsitfadofl fOr Uni«m«hmfin - Bestandaaufnohmo umi Exi- 
•ttn/sidwnsHI S Jahra hkH item Sch^ in cfo Salnt&K^jksit 
Du&^plion and mMsurM to b« tak«n by youiH} anSorprisss 5 
ysan aftar itarting up 

Ckiki0Mlm0dattraiiW9 young biminassos as wePas witnepw- 
iwtf/a 



Pubaalwd by: 

Doutedtar (nttHuls-VeHag K6{n 
Guttav-Haifwnann Ufar 84-88 
SOOOKttlnSI 

Conteet Dautacha VatalnlgungzurRMafungdwWMafWIdung 
von FOhfunj^krafton (Wuj^Mftalar Krais) a V Kdbi 
Gwnwn AssochAion (or tha piomotion of continuing 
aducaUon el antraprenaufs. Coiogna) 
Mr Manf rad E Stfofflbaeh 



TIM Praj^- und transfatoflantiarta Aust^klung 

Pn^ad- and ^ansf ar-oHantad aducation 
Quki0 aknad tr^wn win wm to adbj^ an hnovativg brstnic- 
thn ttyh in axiwlo ad as a rvforonog person and as a oonsutlant 
for tfaina0$,rath»Vian as a trKSthnal instructor 

Pubnahtd by: 

Bofratty, FWk. Hoizapfai. Klabi, 
Siamans Cmpor^on, Munich 

Contael Sianrnta Cotpordion 
Zamiateraich Paraonal 
Abt OawwbUdia Waitarbildung 
Koppslr 6 
8000 MOnchen 70 
Tai: 089-722-0 



TItIa EntwiddungsUntan und Entwiddungsrisikan naugegrOndater 

Umwr^man, SdirWen zur Mttalstandsforsdiung Nr 9 NF 
Davait^ant and risks of naw antwprises • results from researdi 
onSMEa 

Aimad at young tnislnoasas 
Publlahad by: 

C b Poesdtai Publishing Co, Stuttgart 

Contact Eva May-SttobI 

Irtstitut f Or Mittelstandsforschung 
MaximiUanstr 20 
5300 Bonn 1 
Tel: 0228-72997-0 
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Tltl« DATEV<f^ogramm« zu Jahresatechluss, B9trM}swlilschattll- 

ttm Auiwtrtungan. RnanzbuchfUhrung, Kowie zur Lohn- und 

ProgrammM by DATE V on preparing i^ounts a! yoar-«nd, on f i- 
nanetat analysM, on f inar^ ^counting, and on accounting for 
satariMtfidwagM 

DMmio§ learning mafe/te& alrmd a sms^ and imaum-slzsd 
PubiMMd by: 

DATEV (Datanverarbeitungsonganlsatlon des steusrberalendon 

B«ni(M tn dar BundawspubliK Ooute^tand) 

(Data pro(»S8lng organisation of th« tax advisors In Germany) 

Contact DATEV 

Baumgartnarstrasse 6-1 4 
8500 NOmborg 60 
Tai: 091 1-276-0 



Titia Seminarprogramm - F(»t- und Waiteitolfdur^ Im HandwerH 

Coursa brochure - rantinuir^ oducation in craft buslnasses) 
D98&lpHon ofeoufS0 aimed at 8imHaiH/ your^ craft ljushosses 

PubOatwd by: 

Akadamla das Handwarfts, Handwerkskanmner Rhaln-Main 
Acaitomy of Craftsmansliip, Craft Chamber Rhein-MaIn 

Contact Akattenrtla das Handwetlfs 

Hamiwafkakammar Rheln-Main 
MiB A Bergmann 
B(^anhaim8r Landstr 21 
6000 Frankfuit am Main 1 
T8l:(%9-71 0001 61/62 



TItIa 



Seminarpro(^n«n der IHK-DUsseidorf: Seminar ExIstenzaufbau 
und Exdtanzstoharung 

Coursa brochure by the Chamber of Commerce In DUsseldorf : 
«>urBa for bulUing up a business and securing it economk:aily 
Descrlptkm of course aimed at nticro-buslnesses 



PubUahMl by: 

Chamber of Comrnrtx In DUssekJorl 

Contact Industrie- und Handel ikammer DUssekiori 
Martin-Luther-Platz 2i 
4000 DOssekforl 1 
Tel: 021 1-3557332 
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Tltlt Wegweiser turn EQ-Blnnenmartrt - Cham^n und RIsiken fOr die 

dMtscHa Wiflschaft • lnfonration«n f Or die Untemthmen 
Sign-post to the European Single Market • opportunttlra and risks 
for the German economy - information for enterprises 
1992 mMcB ana information diroct for mo SUE or starter, aimed 
at ontarprisos (ospod^ly smalt and madkinhslzed) 

PublMiedb^ 

Deutsche Industrie- und Handeistag (DiHT) 

Head organisation of the Qenman Chan^MTS of Comnwrca 

ConlMl Oeutscherlndu^-undHandaistfi^ 
AdenaueraUee 148 
saoOBonn 1 
Tel: 022B-104-0 
Btx: *69010i 



Title Prt)f tote EQ 1 992 - MaBnahrran der Untemehmen im EO-Bin- 

nenmaM - Aufgaben rechtzeitig ertcsnnen Chanoen und Rislken 
ridttig eiMchAtzen 

Cheoktot EC 1 99S - measurM by enteiprises in view of the Single 
Maiket • fVMgntelf^ tasks in time and evaluating opponunitles 
wxirteks 

1^ aiMoa and Informatkm aknod af smail and meeaum-slzed 
ontarpriaaa 

PubUehedby: 

Ratkmailslenjngs-Kuratorium der Deutschen Wirtschaft (RKW) 

Corriad RKW 

DOssektofler Str 40 
Postft^ 5867 
6238 Eschbom 
Tel: 06196-495-1 



Title Europjitecher Blnnenmaikt 1992 - EIn Leitfaden fOr Handeisver- 

treter und Handstsmakier 

European Single Market 1 992 - a guldallne for commercial agents 
and commeitiai brokers 

1992 advioe and Information almad af commercial agents and 
atmmeid^ tinkers 

Pubilehed by: 

Verlag CDH-Wlrtschaftsdienst GmbH 
Oelenlus^rasse 1 (CDH-Haus) 
5000 KOin 41 

Tel: 0221-514043 

Contact Centralverelnlgung Deutscher Handelsvertreler- 
uiKl Handelsmakler-Verbdnde (CDH), Cologne 
(address as abov«) 
President: Mr Nortert Hopt 
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ntl» Chancan und Rlsksn Im n«wn auropSlsdwn Wrttbeworb - 

Zi»aminen1a»ung <tor EinfOhning fWimtn dos Seminars EG 

•92: Chancsn und RIslttn f Or das mfttetetftndische Unt9mehm8n 

OppoitunUiM and risks \n ttw new European competition - 

ootoded lecture notes to an introductory course 

61^ for 1992 Tndnera s^ed at tocfu/ws and patidp^ts of 

1992aHir898 

Pubtlehed by: 

C E Poeschel Publishing Co, Stuttgart 

ContMCt Veilag C E Poeschel 
Kemerstr 43 
7(XX) Stuttgart 1 
Tel: 0711-223067-6:» 

Title Europe 1 992: Was wird Itommen? Chancen und Risiiten? Strate- 

gien ftir die eifotgreiche Erschliessung des Marktes von morgen 
- Baustelne fOr die Untemehmensf^^ 
Europe 1992: What will come? OpportunHies and rtete? SUate- 
gies for successfully malting tomorrow's markets acoessflala - ele- 
ments for practical bteiness 

for 1992 aimed at trainars as well as entreprarmirff 
thamaalvaa 

Publiehed by: 

business consultants Brabeck & Partner 

Contact Untern^mensberater Brabeck & Partner 
Hindenbiflustr 19 
8134 Pocking 
Tel: 0^8571314 



Title EG-Binnenmarkt '92 - Chancen und RIslken fOr Betriebe 

European Single Market "92 - opportu.-'ties and risks for enter- 
prises 

1992 Guide aimed alarms of entrepreneurs andentreprenmjrs 
tliemselves 

PubUthed by: 

RudoH Haufe Publishing Co 

Contact Rudolf Haufe Verlag 

Redaktlon EG-Binnenmarkt 
Postfai^ 740 

7800 Freiburg im Breisgau 



317 



TitI* Europiklscho Defizite, europdlsche Perspektiven • eine Be- 

standsaufnahme fUr morgan • Srategien und Optionen fQr die 
Zukunft Europas 

Europtan (tefidts, European pofspectives - a dose-up for tomor- 
row • ttrsdegles and opttons for Europe's future 
fXstUKB lemifng irmterials s^imd at dsdslon'm^ors in busl- 

PubHtlMdby: 

Verl^ Bertelsmann Stiftung. QOtersloh 

Contact Bertelsmann Stiftung 

Forsf^ungsgruf^ Europe 
MotttestrlO 
4a30G0tersioh1 
Tel: 05241-6603-0 



Title irienwrafKfum zur Europa^titiit 

Notes on Eur(^}ean policy 

[Manoe laaming materia atrmd at dodston-msiters In business 
mnlfx^ka 

PubUehedby: 

Federal Associatton of Qemnan Industry 
(Bundravert>and der Deutschen Industrie) 

ContMt Bundesveitoand der Deutschen Industrie e V 
Qt^av-Hainemann-Ufer 84-68 
SCK)0Kdln51 
Tel: 0^1-370800 
Telex; 8882601 



Title Semtmupiogranm "Vorberelung mA den EG-BinnenmaiM 1 992' 

und 1lntemetimensi(00perationen im zuitUnftigen EG-Blnnen- 
mar«" 

Coiase programmes 'Preparalton for tiie European Single Mariner 
and 'CcK^rations among enterprises In the Single Market' 
Course description aimed at starters. SMEs and trainers 

PubUehedby: 

landesgruppen Hessen und Rheinland-PfaizdesRatlonalisie- 
mngs-Kuratorlums der Deutschen Wirtschaft {RKW)(Associatlon 
of the RKW in the LSnder of Hessia and Rheinland-Plalz) 

Contact Landesgmppe Hessen: Tel: 06198-495-359 
Landesgruppe Rhelnland-PfalziTel: 06131 -233761 

nile Semlnarprogramme "Untemehmensstrafeglen f Or Europa 92" 

Course programme "Strategies for enterprises for Europe 92' 
Description of course aimed at starters, SMEs and trainers 

Published by: 

Educational centre of the Chamber of Commerce in Duisburg 



Notes 



Contact IHK Biidungszentrum 
Postfach 101508 
4100 Duisburg 1 
Tel: 0203-2821 -282 
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FRANCE 



^rtf 6gl« pour ta crtotton d'tmrepftsos: crSaifcn, roprlse et ddve- 
loppsmsntito rsntr^Mlsa 

AnaiyM la firaf fl' du crtotaun pour las repreneurs. expUqi-e com- 
ment estimer la valour tfuno entreprise et negocier son rachat 

ContMl Robert Papln. Dunod ?.6. 1 986, 2dm8 ddJtion 



Dewnez votre propre p^ron 

2SOfMgeeouoetteciitati1oetfeiibeprtsewusdonne desooroeUs 
d9 'sage-femme' pour fa\r9 aocoucher sans douleur votre projet. 
Simple et franc-parter ... 

Centsei Jeanne CourouMe, Marabout Ed. 1 9B7 



THIe 



Quid? Ju od^eurd'entr^ftse 

Tout sur tea nouveUs aides a la cnftation. avac les adresses utiles. 
Trois parttos: corranent MDe^er Untomf^lon, les etapes de la 
creation, les aktos d la creation 

Conlael Phnippe Oorre, Chotard Ed. 1 987. 9dme edition 



TRIe 



M^nwnto pratique du odateur d'entrsprls^ 
Guide pratique sous fonmes de fiches dassdm de A a Z. R6dlg6 
par un expjtt-^jmplabto. I'ouvraga est bourre d'astuces jurltti- 
ques.fiscaies.flnantidFBs ... 

Con^ Patrick Latond. Le Monde de L'Entreprise Ed, 1 986 



THIe 



Domain ie crte men entrepriso - Guide juridique pratique de 
rentf^Keiwur 

Les prfn^Mtes fomules )uridtqu&i, leurs consedquences fiscatos 
et social 

Contact Dominique Riera, Media 2000 Ed. 1986 



THie 



Crter ou reprendre une entreprise 

576 pages, neuf re-6ditk>ns, la demure en 1 966. Tout surtout. de 
la naissanra de I'idde au dsmarrage de i'£K;tivit6 



Contact ANCE 



Title 



Order une entreprise artisanaie ou de petite taille 

1 60 pages. La mdme chose que le prdcddent. mais sur les petttes 

ent reprises 

Contact ANCE 



Notes 
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THto U collec(k>n de 'dossters-guides' de TA N C E 

40 pagos. Par ssctour d^rtivite (Industrie, commerce, services, 
artteanat. innovation). 

Contaet ANCE 



THit Encyti(^)6ctoOelniaspourlavledes^aiFN 

90 \Sm, 8 sAr^ MsantleUemsnt JurW^ues. du sponsorfrtg au 
droS da rinformatique. 2(X) A 300 p^jfis ie volume 

CetOaei Collection 'Cequ'Hfautsavoir'.Delmas Ed 



Titia lYois series differsntes: 

1- Notes tftnfwmatlon ipar exerr^: 'Les aktes fiscales & ia 
crtation (f emrepfises*) 

2 - Documentation pra&^ (par exempie: "Gedrants de SARL. 
(»nn^»ez ras obUg^kms') 

3 - Outdn pratiques de gestion, pour les convrarcants (par 
exempie: 'Convneni prdvoir sa tnteorerte'} 

Con^ Chafflbre da commerce et dlndustrte (to Parte 



THIe Les Cahlere techniques de I'A N C E 

pages. Documentation fwddagogique. qui penn^ aux cr6a- 
teurs de faire dra ^otx dans d^ situations concrdtes 

Contact ANCE 



TNte Le mmosatpB 

Offre une ap|»oche systemique des oiganlsations (dont les 
entreprises) oonfrontdes d un envlronnement coniplexe 

ContMt AdeRi^nay. Point-SeuilEd 



Titie L'entreprlseduSdmet^ 

Propose une rdfiexion surforganisation et ies ot^ectits de I'entre- 
prise 'l\to(teme'. 

Conti^t QArchieretHSeiieyx, SeuilEd 



THIe La creation d'enfreprtea. un enjeu local 

Ban par unedquipe de sodoiogues, cet ouvrage donna (tes points 
de repdres du point (to vue du developpement local 

Contaet J Aro(»na, P Bemoux, G MInguet, 
La Documentation Frangaise 



THIe Anlsanat et capitaiisme 

Anai)^ ie rftie de t'entrapreneur dans son entreprlse (sott de type 
'artts^nai', 11 produit. seul o* i avec d'autres, (tos objets ou des ser- 
vices; soit de type 'capitaliste' 11 gdre, vend ...) 

Contact C Jaeger, Payot Ed. 



Notes 
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Till* Unfvtra M (ftki Anc« 

Pregramim pack dMlgrmJ to run along a 1 0-day sunvTWf school 

to inform tuchori about ontor{>r)M craatlon for tK« promotion of 

butinMS ataft'up 

Apprvn^ a Entraprwidra 

Manual for taachari and othar profosslonals m tha field of 
•ntwpriM ovation 



Contaol 



ANCE 

142 Rua da Bac 

75307 Ports 



THta 



CiM Taam 

Computar ionwaiv paekaga of timulatad buiinast gamaa to 
Btimuiala butlnoM atwl-up In young paopta 

Corilael Patrtoa Charaau 
SRuaPtoaidIa 

91130rasOrganit 



TItia 



Dapail 

Softwara paekaga for SME*s 

Va8s«pada(H>g(qua 

Taachtng alda paekaga for SME"! 

Conted Assant>iaa Parmananta das Chambros d« Mailars 
12 AvonuaMarcoau 
7SO08 Paris 



Notes 
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Titto Proj9Gl for tho Intogralod Provision of Eiiucalion (PIPE) 

CourM pack on ontorpr^ dovolopmont 

Contact Ms Marion 01%mian 
Pfc^ad Uadar 

Currtcuhim Dwsiopmont Contra 

l^md Housa 

Calhacfral Squara 

Q^ay 

Iralmd 



THIa Actk>n for Entoiprisa 

VUoo about community/ooH^p^ativa ontarprisa start-up 

Contact PMorF^rvagan 
FAS 

Tha TraMng and Emplaymont Authority 
Sofvtoa to Indus^ Division 
POBM456 

27-33 Uppar Ba^jot Straat 

DubKn4 

iratand 

TH(a Entarpriaa 

Sa84ia^fiim containing oomprahansivo Information on antarprisa 
and buaiima alart*up 



Contact Colin Tobin 

Caraara Offioa 
Univarsity Coflaga 
Balfiald 

Dubtin4 
Iratand 



THla ^^ng your own Businass 

Guida to businasa start-up, including sadions on oonstnjcting a 
tHJSinass plan* finanoa. aooounts and tax^n, amploying othars 
andlagaltesMS 



Contact LasliaMcKaa 

Ernst and Whinnay 

St^)han Court 

18-21 St Staphens's GrMn 

Dublin 2 

iraiand 



Titia Small Businass Digast 

Ouartariy publication which builds into a cx^mprehensive guide to 
starting and running a businass 



Contact Uistar Bani( Ltd 
33 Cotlaga Graan 
Dublin 2 
iraiand 



Notes 
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Tittit SoSing up and running your own ciaft workshop 

OmUb with tho basic afommU of starting up and running a crafts 
businass 



Tltla 



ntlt 



Contact Frank Sutton 

Examrth^ Offtear 

Tha Oafto Coundi of Iraiand 

Thomas Prior Housa 

Ballsbrkiea 

traland 

Runnlr^ your own businass 
Qukte to businass Mart«up 

Contact Tha Managar 

Small Butinass Sarvlca Sadk3n 

&okas Itennady and Ciowlay 

7&okasPiaM 

Siapfwi'k Oraan 

Dublin 2 

iraiand 

Prasanting your casa to a financtol institution 

Covars tha pn»a»ss of da^^topbrg (daas into viGA)to businass 

IKoposttbns 

Contt^ l^tefkatferg Managar 

Itafkatbig Dapartmant 

HaadOffioa 

Bank of traland 

Lowar Baggot Sraat 

Oirt)iin2 

Iraiand 



Tltla 



Financial Pianrtir^l and Control 
Effactiva Costing 

Finai^iri Managamant & Book-kaaplng 
Imtmving Product Effacttvanass 
Analysing your Product Una 
Dayaioping Existing Markato 
CflfMbiny tor Changa 
Saning and Raaching your Obiactivas 
Improving Mamifaduring Parformanoo 
Racruitir^ your Worfcforoa 
Laadarship: ^ivalion and Taamwork 
GoiiH) Limltad 

Rasaarching f^aw Opportunitias 
Aii mainly for axisting businassas 



Notes 
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Contact 



Ail publications may b« purchased from: 
FAS 

Th« Training and Emptoyment Authority 
Sarv^ to industry Division 
POBOX4S6 

27-33 Upper Baggot Street 

DUBLIN 4 

Ireland 
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THIa 



Impara a In^rBndofd 



Lmm to start your t)u^r^BS 

Manual for |M«*siaftar students 

tmpara a IntraprsfHtoro 
Loam to start your businass 

Manual for trainars jm-^^f^rs 

SarNnario di fomrazlona dai formated 
Sanlnar for training <^ toaljwrs 

Smail Bualnaas Ac^isfralion- Questlonarto par la sotaziora 
dagllstudantl 

QuaaUonnalni for vocational sa^on (translated from English) 

SaK)la (fl palo^la daa'organtizaxlOTa- Quatflonario par la 
saleziona degU sttidanti OuMtlonnaim for vocational salaction 

Cotiitf^ Fwailabova: 

ISFOL 

Via Baftoioniao Eusiachio a 
00161 Ronia 



The young antrapranaurs 

Un riMfcatora craa un'imprasa 
A rasaan^r is Parting his fimi 

Cnic, artigiani da du)c 

The start of some mtcro-ftrrra 

Videocassattes for sensitization in school, ail three produced In 
Franca t^ ANCE, translated and dout^led by ISFOL Audiovisual 
Laboratory, Ronui 1988 

Dalla scuoia alTimpresa 
Italian cues of start-up 

Contact ISFOL 

Via Bartoiomeo Eustachio 8 
00161 Roma 



Title 



imraprendara a 20 annt 



Notes 
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gti inton^nti rsgtonaii 

The r^ional si^tpofl to th« )^ung antrdprandurB 
II dmufto dalte craukma (ANCE) 
Tha circuit of darting a firm 
TiWBlsa^d from Fmndh 

Contact FORMAPER 

Chambar of Commarco 
Via Brisa 
20123 Milano 



Tltte Minittaro <M Mazzogiomo - Comitato par lo sviluppo dl nuova 

impramStorialKA glovanite^vani & Imprasa 
THa young pac^ and tha firm 

Racurrtng * Roma 

Mifti^aro d^ Mazzagiomo • Comitalo par lo sviluppo di nuovii 
knprancfitoriaiiiA giovantte -Manuala par i naoirr^nditorl dal Sud 
ammarai alia agavolazloni dalla tagga 44/86 a cha f raquantano gti 
appoaK) oorti atart-i4> 

Manual for tha naw antrapraneurs authorisad to tha cradit facili- 
lias Law 44/86 and who partidpcAa in tha spacial start up 
courses - Roma 1988 

Mirrwofy^f^md trntbooks for th9 fw^panta to start up coursos 

Contact Mlnistaro ctel ^uogiomo 

Comitato par to sviluppo di nuova impradiiorialita' 
giovanite 

Piauala dt Porta Pia 121 
00187 Roma 



TItIa Mattarsi in proprio - sarvizi ai nuovi impranditorl 

To start his own businass - tha sarvicas to tha banatil of iha 

nawoomars 

Mimaographad 1988 

Contact FORMAPER 

Chambar of Commarca 
Via Brisa 
20123 Miiano 



Titia Tast par la valulaziofui dali'idaa imprandttoriala 

Quastionnaira to tast tha maturity of tha business idaa 
Train&rs guidB, trsmstated from Finnish 

Contact FORMAPER 

Chambar of Commarca 
Via Brba 
20123 Milano 



Notes 
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Ttti* Mlnlstero det Mszzogiomo • Comitato per to sviluppo di nuova 

impr»nditoriaina' giovanile • Manuale par i doranti al corsi dl tor- 
maztona bnprerKiftoriato ptwM per i naotmpiandftort ammessi 
alia agavoiazionl dalia iagga 44/86 
Manual tor tralnars of the spedal courses to the benefit of the new 
entrepranaufB authortead to the credit facilities of Law 44/86 

Rmnal988 

Contact Minl^ero del Mezzogiomo 

Comttttto per k) svil^>po dl nuova ImpreditoHaito' 
glowtiia 

Piazzatedl Porta Ra 121 
00167 Roma 



THia Dispense per. 

%>edti n^meographed tBxtt>ooi(8 for. 
•Mffitoting 

• Finance of fiist three years 
' Accounting 

• Ijgal »id admintelrathre proceedir^ 
- Ven^m c^iMtal and credit facilities 
-Organisation 

Trakms guide 

Con^ FORMAPER, Milano 



Come a\MaiB e ge^ire con stracesso un'atth^ita' prc^a 
How to ^ait and nranage a auooessful f inn 
Tnnslaladfrom Engl^h and mlmeogmpfied 

Contact FORIMAPER 

Chamber of Comnierce 

ViaBrisa 

20123 MUano 



Conso ron^to di awiamento deii'lmprasa in 1 1 ore 
Fuii stail-up course in 1 1 iiours 
Videccassenes (VMS), produced by Q Russo 

Contact FORMACOMsas 
Via Rara^ati 37 
20127 Milano 

Ministero del Mezzogiomo • Comitato per lo sviluppo di nuova 
bnprendttoriaiita' giovanlle - Gk>v-ani, In^resa e Mezzogiomo • 
muRimediale con video di 30* 

The Young Pb(^, the Enterprise and the South - a nrtuitimedtal 
Including a videocassette VMS 30' 

Content: (a) the South da\«topment, (b) the Law, (c) the Business 
Pian 

Contact Ministero del Mezzogiomo 

CornSmo per lo wiluppo dl nuo\^ impreditorialita' 
giovanlle 

Piazzale dl Porta Pia 121 
00187 Roma 

BibiiO0raphy 
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THIe 



Title 



Titit 



CERVED - un disoo por approfKtere 

A disk to i«am • How to us« th« CERVED databanks for sfmpio 

marksting rosaardi 



Software for PC- 



Disk 1 (national lovel) 
Disk 2 ^at export) 



Contact OERVED - Di^sk)no Fomiaztone 
Via Appia Nuova 696 
00179 Roma 



TKia 



So{f-anaiy9'& '^uastkHinaire - P Zini & G Pantalaoni 
For thg sta '£ 



Contact FORMAPER 

Chamber Commeroe 

ViaBrisa 

20123 MHano 



ntie 



Agenzia Industriaie italiana - Check up deU'azienda ■• gukia aila 
diagrosi dl gesttone di una pioooia e media industria 
A guUe for the diagnosis of a small firm 

Contact Ed Bi^etti, Roma 1983 



Title 



11 oontroUo gestkmate nella picoola e media impresa 
The audit of a SME 

Contact P 2ni & 6 Pantaleoni 
La Poligtotta 
Milano 1981 



Title 



Check-up deHa pioooia agenda 

The check-up tA a SME st^tware for PC IBM or IBM compatibles 
and LOTUS programme. (The inputs are the last two budgets) 

Contact FORMAPER 

Chamber of Commerce 

ViaBr^ 

20123 fvlliano 



Title 



Marketing per titolarl di plccols imprese 
Marlteting management for SMEs 

Irish produdton, translated from English. A muttimediai mean 
package including ^deocassettes VHS, open learning books, 
audk) records. FORMACON 1987 



Contact FORMACON sas 
Via Rancati 37 
20127 - Miiano 

There are only rosoardios, enquiries and reports on 1992, not for training, at this 
moment. No special course. 
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Een siag«rQ b«ginnen7 
To start a butchar-shop? 

Aimod at porsons wan^ to sWt a butdwr-shop 

Contact Eoonomisdi ln$tituut voor hat Midden- en Klainbedrijf 
PostbU8 7001 
2701 AA Zo«term««f 
Tai: 079-413634 



TItta 



Eigan Badri^? 
Own Con^ny? 

Mnad at advisors for staitars. AP a^)&sts ooncamhrg the sfa/f of 
a busiiutss and antrepnnouring 



Contact 



TjasnkWiUink 
Postbus 25 
8000AAZ\woU9 
Tal: 038-21 1444 



TItIa 



Tookomstiga Ondamamar 

Futura Entrapreneur 

Mned at th(^e sUutir^ a bu9ine& 

Conta^ Aigemena Bank Nodariand 
Antwoofdiiummar 1565 
10(X) PA Amsterdam 
Tal: 020-292726 



THIa Da ondamamef an xijn ondsmaminq 

Tha antrapranaur and his anterprisa 

Pub}icatton d tha notary ^anisation about legal aspects con- 
camif^ tha antaiprisa 
Aimad at atartors 

Contact Koninidijka Notaridia Broederschap 
Postbus 96827 
2509 JE Den Haag 
Tel: 070-469697 



Title 



Start van een ondsrneming 
Start of a business 

Legal aspects and taxes concerning starting and growth of a 

business 

Mnod at starters 

Contact Klynveld Kraayenhof & Co, Accountants 
Postbus 7137 
1007 X Amsterdam 
Tei: 020-5469111 
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Omiememen en de vest^lngswetgovlng 
Enterprisa and the pemiit to establish a business 
Aimed at starters 



Contact Prins 

Langestfaat 48 
Brieile 

Tel: 01810-17463 



Title De Juridis^ ofganisatte van da OfKlememir^ 

The legal structure of the enterprisa 
About all Mnds of legal a^ieds con^mlng the enterprise 
Aimed at starters and eiU^/^ tmlnessei 

Contact Vakgroep Recht Universiteit van An^rdam 
FEW 

Jodenbreestiaat 23 

Kamer2344 

1011 NH Amsterdam 



Title Martteting en detallhandel 

Martteting and rataing 
Aimed at existb)g tKjsinesses 

Contact WoRens-Noordhof 
Postbus567 
97(K} ANGroningen 
Tel: 050-226686 



Title Ondemen^ngspian 
Business plan 

Aimed at helping those starting a tHJsifwss 

Contact F^or Ccisuttants for small business 
Burgemeejter Hoffmanptein 1 0 
3071 XJ Rotterdam 
Tel: 010-4144811 



TKIe Finarwieel mam^ement 

Financial management 
Mainly for ex^tktg ljusinesses 

Conbict Fatctor Consultants for small business 
Burgemeester Hoffmanplein 10 
3071 XJ Rotterdam 
Tel: 010-4144811 



THIe 



Notes 



BibUography 



Cijfenverk 

Budgeting and accounting 
Mainly for existing businesses 

Contact Fatctor Consultants for small business 
Burgemeester Hoffmanplein 10 
3071 XJ Rotterdam 
Tel: 010-4144811 
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Vtlm Een oigan b^rijf begfnnen 

^art your own bustnera 
OrientaSon an swtkig a twslMss 
Aitmd at tha busfnass stsurtar 

intact Nedeflanclsche Mkkienstandsbank 
PostbuslSOO 
1000 BV Amsterdam 
T6i: 020-54391 11 



Titio Doeig^^t OrKtorromen 

Effective entfepreneurtng 

Work book for courM for entrepreneurs on television and radio 
AlmadatBxMngtMJSinessas 



Contact 



Teieac 

F^tH^ 2414 
3500 Utrecht 
Tei: 030*956911 



THIe MafketkrgforSMEs 

TextbocA for course on televteion and radio 

Conto^ Teie% 

P^ttHis2414 
3500 Utrectit 
Tel: 030-956911 



Title Ondememerswi|zer 

Gukto for entrefneneurs 

Gukia with axan^f^ of aO kinds of often used fonns and 
contracts fc^an^Bfmrwurs. For existing busbiesses 

Con'jet Kluwer 

Postbus23 
7400 OA Oeventer 
Tel: 05700-471 11 



Title Draalboek vror de start van bedrljf 

Scheme for starting a business 

Work book with all steps for founding a buslnass. For start-ups 

Contact Hoofctt>edrijfschap Ambachten 
Postbus 80701 
2508 OS Den Haag 
Tel: 070^514471 



THIe 



Notes 



Management 

Correspondence courses for people in a management position 

Contad Leidse OfKierwilslnstellingen 
Antwoordnummer l 
2300 VB Leiden 
Tel: 071-451893 
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TW9 CormspofKtonco ooursa for tha pormit to estcdolish a business 



Contact L9ids« Ondorwiisinsteilingdn 



Antwoofi^uminor 1 
2^ VBLokton 
T«l: 071-451893 



ntit 



Corr»^x>nd€rK8 oourw for ttio pormtt to establish a business 
Aim9d Ml stib^rs 



Contaet PBNA 



V^pofteJit^ir^el 6 
6828 CT Amhem 
Tel: 085-575911 



TItte 



Ck>rrespondence courses about management subjects 
For at! grou)^ 



Contrct PBNA 



VelpeftHittensingel 8 
6828 CT Amhem 
Tel; 085-575911 



Title 



Courses fw en^epreneurial education 



Correspondence courses piAMisI^ by numerous branches of 
industry ^ut several subjects. Aimed at all groups 

ContBCt If^ormatlon about all courses: 

Verentging van cursorisdi branchgerbhte 

ondememersopteidingen 

Postbus 85686 

2506 CN Den Haag 

Tel: 070 506050 



Textbook with videotapes for entrepreneurs in retailing 
Aim9d a/ exiting bUBkiessBS 

Contact Koof<tt>ec&ijfsdiap detailhandel 
Nieuwe Parklaan 74 
D^n Haag 
Tel: 070-514261 



Textbook and videotape published by an accountant. Expensive* 
Ainwt itf 0xbting txjsinBSSBS 

Contact Stichling Thuisdocent 
Tel: 02975-63600 



Title 



Vkleo course for retaffif^j 



Title 



Courses about finar^ial economic subjects 



Notes 



Bibtography 
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TItIa Cursorische opieidingen voor arribacth, dienstverlening, horeca 

en vcfvosr 

Deso^ion of orai and correspondence courses for craft, sarvica 
Industries, catering and transportation 
Aimed at sxMng businesses 

Contact CEDEO 

Posttnis 96804 
25090«)Haag 
Tel: 070-244068 



Title Cursoriscfie opieidingen voor da detailhandal 

Description of oral and corraspondence courses for retailing 

Contact CEDEO 

Postbua 9^4 
2509 Den Haag 
Tel: 070-244068 



Notes I 
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PORTUGAL 



Titit 



InovBQAo para Jovsns Empresadrios 
InnovaSion for Young Entropronours (1987) 

Contact lAPMEi 

(tnstituto da Apoio &s Poquenas a Mddias Empresas 

a ao invastimartio) 

Rua Rodrigo da Fonseca 73 

1297Li8boaCodax 

Tal: 52 54 19 

Taiafax: 56 31 61 

Telax: 15657 lAPMELP 



ntla 



Cria^ da Emi^asas - Quia PrUkso 

/Umad af start-ups: a prxiical guida (1987/19$$) 

Contact lAPMEl 

( institute da Apob ks Pequenas e Mddias Empresas 
a ao Invaatbnanlo) 

(biftnuta for tha Support of SmaU and Madium-Sized 

Enta^»risM am. to invastment) 

lua Rodrigo da Fonseca 73 

1297UsboaCodax 

Tai: 52 54 19 

Taiafax: 56 31 61 

Telex. 15657 lAPMELP 

CGD 

Caixa Gerai de Dep6sitos 
lEFP 

Insthuto da Emprago e Form^ao Profissional 



Tltla 



Estudo da ViabiHdMia da Nova Empresa: Eduardo Cruz 
Feasibility Studies for New Ventures (1987) 

Contact CfFAG 

Centro da lnforma(^, Fomnagdo e Aperfeiooamento 

em Gestio 

Av. JOlio Dinis 1 1 

lOOOUsboa 

Tel: 73 15 11; 76 60 82 

Telefax: 73 10 91 

Telex: 14176 IPELISP 
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Utto CooperaQ§o ontre Empresas: J Marques Apolinario 

Co-^ratk>n betw«on Enlft^isas (1984) 
Aimad at existing busbwssos 



Contact lAPMEi 

(inst^i^ (to Apok) &s Poquenas a Madias Empresas e 
ao InvostJme'ito) 

(Institi^ for tho Support of Small and Medium-Sized 

Enterpr^ and to Investment) 

Rua Ftodrigo da Fons^ 73 

1 297 Lisboa Codex 

Tel: S2 54 19 

Telefax: 56 31 61 

Telex: 15657 lAPMELP 



Title Subcontrati^: J Marques Apolin^io 

&tontraeting (19^6) 
Aimod at axistif^ business^ 

Contact lAPMEl 

(fawt^uto de Apok) da Pequenas e M6(Sas Empresas e 
ao I we^mento) 

(Institute for the Support of Small and Medium-Sized 

Enterprises and to Investment) 

Rua i%)drigo da Fonseca 73 

1297 Usboa Codex 

Tel: 52 54 19 

Telefax: 56 31 61 

Telex: 15657 lAPMELP 



Title Inova^So Industrial 

IndusUial Innovation (1983) 
Aifn"^ -f 9xi$^ng busifwsses 

Contact IAPMEI 

(Institido de Apoio k& Pequenas e Mddias Empresas e 
ao Investimento) 

(Institule for the Support of Small and Medium-Sized 

Enter^Klses and to Investment) 

Rua Ftodrigo da Fons«:a 73 

1297 Usboa Codex 

Tel: 52 54 19 

Telefax: 56 31 61 

Telex: 15657 lAPMELP 

CGD 

Caixa Geral de Dep6sitos 



Notes 

Bibliography 

ERIC 



Tlti« Novas TocrologiGffi 

Ndw Tochmlogiss (19B5) 
Aknod at exiting tiu$ki9ss^ 



Contact iAPMEi 

(bistHuto cto Apoio ds Pequenas e M6dias Empresas e 
&o Invastim^no) 

(Institul9 for tho Support of Small aod Modium-Sizod 

Entorpr^s ami to Invastment) 

Rua Rodricp da Fonsaca 73 

1297 Usboa Codox 

T9i:S2S419 

Totofax: 56 31 61 

Telax: 15857 UVPMELP 

CEDiNTEC 

Cantro para o Dasonvolvimanto a Inova^So 
Tacm)l6gica 



Tltla 



Transfar&tda (te TacrK>k)gias 
TachrK>logy Twisfor (1986) 
Aimed a! existing business 



Contact IAPMEi 

(Instituto da Apob ^ Pequanas a M6dias Emprasas a 
30 Invastimanlo) 

Nn^ituta for tha Suf^rt of Small and Medium-Sized 

Entarprbas aiKi to Invastmant) 

Rua Rodrigo da Fonsaca 73 

1297 Usboa Codax 

Tai: 52 54 19 

Talafax: 56 31 61 

Taiax: 15657 lAPMELP 

CEDINTEC 

Cantro para o Dasanvolvimanto a InovagSo 
Tacnoldgica 



Titia 



Funded a Programas Comunitadrios 
EEC Funds and Programmas (1987) 

Di^n6stioo da sua Emprasa: A Pereira Magro 
Your Entarprtea Diagnosis (1983) 

A Gastao FinarK^Ira da sua Empr^a: A Peraira Magro 
Financial Managamant in your Entarprisa (1983) 

O Marketing da sua Emprasa: A Peraira Ma^ro 
Marketing in your Entarprisa (1984) 

Como Financlar a sua Emprasa: A Pereira Magro 
How to Finance your Enterprise (1985) 

A Gast&o des Vendas da sua Empresa: A Pereira Magro 
Sales Management in your FInterprise 



Notes 
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A Ctest&o da Prodii^ da 8ua Emprdsa: A Pereira Magro 
PrcxJuction ManByomenI In your Entaipriso (1986) 



A Gast&o do aprovteionamento da sua Empfosa: A Pereira 
M^jro 

Stock Ktenagement in your Enterprise (1986) 

A ExpoftaQte na sua Em^^esa: A Pereira Magro 
E)q)Ofts in your Enterpr^ 

A Gestto dos Custos na sua Empresa: A Pereira Magro 
Coi^ Man^l^ent Hi ^ur Enterprise (1988) 
41/ the above sdnwd itf existn^ businesses 

Contact tAPMEl 

(bistftuto de Apoio ^ Pequenas e MMias Empresas e 
M Inrastimento) 

(InstttiAe for the Support of Small and Medium-Sized 

Enterprises and to Inveistment) 

Rua fMrigo da Fonseca 73 

1297 Lisboa Codex 

Tel: 52 54 19 

Telefax: 58 31 61 

Telex: 15657 lAPMELP 



Title Quia para ElaboraTfto de Projectos Industrials 

Guide for Industrial Projects Elaboralton (1985/1988) 

Contact lAPMEl 

(instituto de Apok> k& Pequenas e Madias Empresas e 
90 Investimento) 

(Intitule for the Support of Smaft and Medium-Sized 

EnterfHtses and to Investment) 

Rua Rodrigo da Fonseca 73 

1297 Usboa Codex 

Tel: 52 54 19 

Telefax: 56 31 61 

Telex: 15657 lAPMELP 

CGD 

Caixa Geral de Depbsitos 



Title Ptaneamento Estralegioo para PME: Eduardo Cruz 

Strategic Planning for SME (1986) 

Contact CFAG 

Centre cto InformaQSo. ForniagSo e ApeHeicoarnento 

em Gest&o 

Av. Julio Dints 1 1 

1000 Lisboa 

Tel: 73 15 11; 76 60 82 

Telefax: 73 10 91 

Telex: 14176 IPELIS P 

All these publicsitons can t>e mnskiered useful as advice and information direct 
for the SM£ or starters. The "Sfarf-ups; a Pradk^t Guide' can also be used a!^ 
a Guide for Trainers. 
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SPAIN 



Tttit Gufa dot promotor de autoenpieo: Madrid 1 986 

Aimed ^ pfBstart-up 

Contsel tNEM (institifto Nacionai de En^eo) 

Subdirocd6n General de Promocldn de Empleo 
c/Condesa de Venadtto n** 9 
20 027 Madrid 
Espana 



Title AgerHia para la creacldn de empresas: Madrid 2^ Edic. 1 963 

Aimed a start-ups 

Contact iMPi (Instltuto de la Pequefta y Medlana Empresa 
industrial) 

Subdir8«:i6n General de Estudlos del IMPI 
(^seo de la Castellana. 141 
26046 Madrid 
Espana 



Title C6mo crear una empresa: Madrid 3^ Edic. 1 968 

Aimed at start-ufs 

Contact IMPi (institute de la Pequena y Medlana Empresa 
industrial) 

SubdIreccMn General del Estudio del IMPt 
Paseode la Castellana, 141. 2> 
28046 Madrid 
Espana 



Title Diez pasos para crear una empresa .Bilbao 1 985 

Aimed at start-ups 

Contact Sociedad para la Promocidn y Roconverst6n 
industrial S .A. 
Gran Via 35 
3'planta 
46009810)30 
Espana 



Title Lo que todo pequeno empresarlo debe saber 

Geoffrey O. Meredim.. OiT. Ginebra , 2P- Edic. 1986 
Aimed at existing small businesses 

Contact Oficina de Publicaclones Oficiales 
de las Gomunldades Europeas 
Gas!ell635 
E-28001 Madrid 
Espana 
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Tltl9 Cmaddn da emprssas* 

Formas jurfdte£^ y trftn^tes i^atas . Impiva. (1988) 
A/mad at sU^Hsps and existing t>uslrwssBs 



Contact iMPiVA {tnstltuto de la Mediana y 
Paqt^a Emprasa Valanclana) 
GaimalHat Valenciana 
Raza del Ayuntamtanto, n* 6 
46002 Vaianda 



TItIt Cdmo mar su pmpia amprosa. FxXor^ dave de g^tfon: 

M. Ludavia y OU Boixarau Editoras 2^ Edic. 1987 

Comma M^combo SA 

Qran Via da las Corts Catalanas, 594 

08007 Barcelona 

Espana 



Tttia Oufa de autoemf^. F^as da informacion tacnica 

BaroaionaJA^Edic. 1986 
Aimed st prB-start and start-up 

Contad Diiacddn Provtndai del INEM 
{ifistttfrto Nadonal de Empl^) 
N^Layatana 16 
6^ ptanta 
08(X)3 Baroalona 
E^fta 



Title Video intaradt/c de autodiagnostico empresariai, 

BarMlona 1^ 
Aimed af eMisting businesses 



Contaet MABB, Sistemas Interactivo SA 
Infanta Cartota 123. 3^ C 
08029 Barcelona 
Espafta 



TItIa Pensando en su ennpresa (Formas jurldicas da constitucidn. 

tramitas, segurkiad soda!) 

Contact IMADE (Instituto Madrlleno de Desarrofto) 

Servido de Informacidn y Asesurarryento empresarial 
0/ Oarda de Paredes 92, 
28010 Madrid 
Espana 
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UNITED KINGDOM 



Ttti* Education for Enterprise 

A manual for entanu^ in schools 
Voll: 14-16 yoar olds 
vol 2: 16-19 ^art^ 

Cont^ I^ifham Untversity Business School 
Min^fillLane 
Durt)amDH13LB 

s^)port8d by Brittsh Steel (industry) and Department 
of Trade and Industry, 1986 



Title Private Enterprise Progranvnes 

13 booMets/flf^uate a>vering marketing, settii^, sales 
promotion, flndir^ new fvoduds, sounds of finance. 
bo(A-i(eeping, basic accountancy, finandai rontroi, managing 
growth, cafMtal in tKistness. employing propie, taxation. 
Aimed at mlaxhbuskwss 

Contact The Training Agency 
Moorfoot 
Sheffield Si 4PQ 



THIe Business Enterprise Programme 

A tmtner guide to start-up tmbilng 

Contact The Training AgeiKy 
Moorfof^ 
Sheffield Si 4PQ 



Title Graduate Enterprise Programme 

A guide to graduates st^t^ In tmlness 

Conta^ Cranfteld School of Mar^agement 
Cranfield 

Bedford ii^K430 AL 



Title Your Business Success 

Training r^eds ansdysis and small tfuslness development, for 
existing businesses 

Contact CASDECLtd 

Chester te Street 
Co Ourtiam 

Durham Small Business Club 
f4ew College 
Framweligate Moor 
Durham DH1 5ES 



Notes 
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Tni0 Skill into Business 

A manusi for start-up tntinfng - trafnefs manual with cases 

Contact Durham University Business School 
MinHiULane 
Durham DH1 3LB 



Titto f outh Enteff^ F^ourra Kit 

Manuals for t)Oth ei^i^reneurs and tr^ners in the young enter- 
prise Held, lnclo<a»g the foJiowJng tltNs: The Enterprise Of^lon; 
Setting up and Running a Youth Enterprtse Centre; Youth Enter- 
prise R^oufoe Sanit: Busbiess Made Simple; Financial Control 
and Aocounte; Maitetlng for Success; Employing People. 

Contact Proied North East 
GO Grainger S^mH 
^4ewcastie upon Tyne 
NE1 SJO 

Title Counseiilng SkHls, \he Creation af»d Development of Entaiprise 

through CounseRNig 
Video 3i)0uf smaO business coimselBng 

Contact TImAtterton 

Durham University Business School 
Min HDi Lane 
Durham DH1 3LB 



THIe Start up and Go with NatWest: Profit by Planning with NatWest 

ProfTK^Ional litemture aimed a! start-ups 

Contact Any NatWest Bank 

Most major bani« and accountancy firms publish 
similar Hterature. This is free and widely available from 
the organisation ccrK^med. 



THIe Mini-Company Kit: Elizabeth Bray 

An enterprise resource pack co,Tcentrating on the setting up of 

mini-companies 

Aimed ^ pre-staners 

Contact Longman Resources Unit 
Freepost 
Yortt Y01 ITU 
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BESTIMAVAILAIiLE 



CEDER^ Eurc^iean Centre for the Devfttoprr^nt of VocatkKi^ Training 
TnMng for smaH businesses in me European Cc)^^ 

Seleclsd staiH^ and enterpr^ trairting mateimi in Europe 

(Guides to competency in the design of effective baining programmes) 

AHanG»)b 

Durham Uni)fersity Busmess S(^wol 
CEDEIW Document 

Luxembourg: Office for Official Puttrcattons of the European Communities 

1990 — XI, 38 pp. — 21.0 X 29.7 cm 

ISBN 92^826*1917-6 

Catalogue number: HX-^9CM51-EN-C 

Price (excluding VAT) in Luxembourg: ECU 20 (folder containing seven broc^, jres) 
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European Centre for the Development of Vocational Training 

Jean Monnet House, Bundesailee 22, D-1000 Berlin 15 

Tel. (030) 88 41 20; Telex 184 163 eucen d ; Fax (030) 88 41 22 22 



Puce {excludtng VAT) in Luxerr.boufg ECU 20 (folder containing seven brochures^ 
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BEST COPY 
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